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ACADEMIC  CALENDAR  1967-68 


FALL  QUARTER  1967 


Freshman  orientation  and  testing 
Registration 

First  day  of  classes — late  registration  fees  apply  

Last  day  for  registration — last  day  for  adding  a subject 
Last  day  for  making  a tuition  refund 

Last  day  for  dropping  a class 

Mid-term  reports  due  

Last  day  of  classes  

Final  exams 

Thanksgiving  holidays  

Grade  reports  due 


WINTER  QUARTER  1967 


September  1 and  5 
September  6 
September  7 
September  11 
September  18 
. . . . September  26 
October  13 
November  20 
November  21,  22 
November  23,  24 
November  27 


Registration 

First  day  of  classes — late  registration  fees  apply 

Last  day  for  registration- — last  day  for  adding  a subject 

Last  day  for  making  a tuition  refund 

Last  day  for  dropping  a class 

Christmas  holidays  begin  after  the  last  class 

Classes  resume 

Mid-term  reports  due 

Last  day  of  classes 

Final  exams 

Grade  reports  due 


November  28 
November  29 
December  4 
December  9 
December  18 
December  22 
January  2 
January  12 
February  21 
February  22,  23 
February  26 


SPRING  QUARTER  1968 


Registration  February  29 

First  day  of  classes — late  registration  fees  apply  March  1 

Last  day  for  registration — last  day  for  adding  a subject  March  5 

Last  day  for  making  a tuition  refund  March  11 

Last  day  for  dropping  a class  March  20 

Mid-term  reports  due  April  8 

Easter  holidays  April  12-15 

Last  day  of  classes  May  20 

Final  exams  May  21,  22 

Grade  reports  due  May  23 


SUMMER  QUARTER  1968 


Registration  June  17 

First  day  of  classes — late  registration  fees  apply  June  18 

Last  day  for  registration— last  day  for  adding  a subject  June  24 

Last  day  for  making  a tuition  refund  June  28 

Holiday  July  4 

Last  day  for  dropping  a class  July  8 

Mid-term  reports  due July  25 

Last  day  of  classes  August  27 

Final  exams  August  28,  29 

Grade  reports  due  August  29 

Graduation  exercises  August  30 


ACADEMIC  CALENDAR  1968-69 

FALL  QUARTER  1968 

Freshman  orientation  and  testing  September  9 and  10 

Registration September  11 

First  day  of  classes — late  registration  fees  apply  September  12 

Last  day  for  registration — last  day  for  adding  a subject  September  16 

Last  day  for  making  a tuition  refund  September  23 

Last  day  for  dropping  a class October  1 

Mid-term  reports  due  October  18 

Last  day  of  classes  November  25 

Final  exams  November  26,  27 

Thanksgiving  holidays  November  28,  29 

Grade  reports  due  December  2 

WINTER  QUARTER  1968 

Registration  December  3 

First  day  of  classes- — late  registration  fees  apply  December  4 

Last  day  for  registration — last  day  for  adding  a subject  December  9 

Last  day  for  making  a tuition  refund  December  14 

Last  day  for  dropping  a class  ...  December  20 

Christmas  holidays  begin  after  the  last  class  December  20 

Classes  resume  January  2 

Mid-term  reports  due  January  21 

Last  day  of  classes  February  26 

Final  exams  February  27,  28 

Grade  reports  due  March  3 

SPRING  QUARTER  1969 

Registration  March  4 

First  day  of  classes — late  registration  fees  apply  March  5 

Last  day  for  registration — last  day  for  adding  a subject  March  10 

Last  day  for  making  a tuition  refund  March  15 

Last  day  for  dropping  a class  March  24 

Easter  holidays  April  4-7 

Mid-term  reports  due  April  14 

Last  day  of  classes  May  20 

Final  exams  May  21,  22 

Grade  reports  due  May  23 

SUMMER  QUARTER  1969 

Registration  June  16 

First  day  of  classes — late  registration  fees  apply June  17 

Last  day  for  registration — last  day  for  adding  a subject  June  23 

Last  day  for  making  a tuition  refund  June  27 

Holiday  July  4 

Last  day  for  dropping  a class July  7 

Mid-term  reports  due  July  14 

Last  day  of  classes  August  26 

Final  exams  August  27,  28 

Grade  reports  due  August  28 

Graduation  exercises  August  29 


A MESSAGE  FROM  THE  PRESIDENT 


Welcome  to  Richmond  Technical  Institute!  You  have  wisely  chosen 
to  continue  your  education.  This  decision  may  make  you  more  competi- 
tive for  tomorrow’s  job  opportunities  in  a rapidly  developing  age  of 
technology. 

While  at  Richmond  Technical  Institute,  the  faculty  will  demand  of 
you  a standard  of  performance  similar  to  standards  found  in  business 
and  industry.  To  meet  these  demands  will  require  a constant  effort 
involving  your  best  work  both  on  and  off  the  campus.  Entrance  into 
Richmond  Technical  Institute  is  relatively  easy.  A successful  exist  is 
difficult  to  achieve.  Upon  successful  completion,  the  faculty  will  indi- 
cate that  each  of  you  can  perform  up  to  an  average  standard  or  above. 
This  indication  will  be  passed  on  to  your  prospective  employer. 

Through  carefully  selected,  highly  qualified  faculty  members,  the 
very  latest  laboratory  equipment,  and  modern  facilities,  the  oppor- 
tunity to  prove  yourself  in  your  chosen  field  is  unlimited  while  at 
Richmond  Technical  Institute.  We  hope  you  will  find  your  time  with 
us  to  be  both  profitable  and  enjoyable. 

Samuel  D.  Morgan 
President 


Board  of  Trustees 
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BOARD  OF  TRUSTEES 

APPOINTED  BY  THE  GOVERNOR  OF  NORTH  CAROLINA: 

Term  Expires 

Hugh  A.  Lee,  Chairman  1969 

Cartledge  Creek  Road,  Rockingham 

John  T.  Page,  Jr.  1971 

723  Stanley  Avenue,  Rockingham 

Lindsey  G.  DeWitt  1975 

Hwy.  220  N.  & 73  E.,  Ellerbe 

Henry  L.  McLeod,  Jr. : 1973 

Route  3,  Laurinburg 

APPOINTED  BY  THE  RICHMOND  COUNTY  COMMISSIONERS: 

Herbert  E.  Bruce  1969 

Route  2,  Hamlet 

John  W.  Covington,  Jr.  1971 

515  Fayetteville  Rd.,  Rockingham 

Mrs.  Mark  M.  Lindsey  1973 

415  Minturn  Avenue,  Hamlet 

William  B.  Myrick  1975 

407  W.  Page  St.,  Ellerbe 

APPOINTED  BY  THE  SCHOOL  BOARDS  OF  RICHMOND 
COUNTY: 

Robert  L.  Cole 1969 

306  Fayetteville  Road,  Rockingham 

John  E.  Forte 1967 

Hoffman  Road,  Ellerbe 

W.  Stewart  Gordon  1973 

309  Hylan  Ave.,  Hamlet 

Herman  Jenkins  1971 

55  Park  Street,  Rockingham 


Administration 
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ADMINISTRATION  AND  FACULTY-STAFF 

OFFICERS  OF  ADMINISTRATION 


Samuel  D.  Morgan  . 

President 

J.  C.  Lamm 

Director  of  Student  Personnel 

Joseph  H.  Nanney  .... 

..  Director  of  Adult  Education 

James  E.  Aycock 

Director  of  Extension  Programs 

Kenneth  Melvin  

Evening  Director 

Patricia  B.  Gibson 

Bookkeeper 

Marcia  R.  Beazley  .. 

Registrar 

Blackwelder,  Robert 

FACULTY 

Data  Processing 

Byrd,  Patrick  N. 

Physics 

Collins,  Anne  

Dodd,  Carol 

Learning  Laboratory  Coordinator 

English  and  Social  Studies 

Dodd,  Edward  

Secretarial  Science 

Frost,  Kenneth  

Drafting 

Haddock,  Linda  

Librarian 

Hellekson,  Florence 

Business  Administration 

McCormick,  Julia 

Practical  Nurse  Education 

McDonald,  Barnie 
O’Briant,  Dorothy 

Radio  & Television  Repair 
Practical  Nurse  Education 

Peden,  Frances  

Practical  Nurse  Education 

Ramsey,  Jo 
Reep,  Samuel  C. 

Learning  Laboratory  Coordinator 
Mathematics 

Richardson,  Charles  . 

Electronics 

Shaw,  Ray  

Mathematics 

Stutts,  Royce 

Automotive  Mechanics 

Turner,  Mary  Alice 

Secretarial  Science 

Beck,  Calvin 

AREA  CONSULTANT 

Fire  Service  Training 

GENERAL  INFORMATION 
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GENERAL  INFORMATION 

HISTORY  OF  RICHMOND 
TECHNICAL  INSTITUTE 

Under  the  Community  College  Act  passed  in  1963  by  the  North 
Carolina  General  Assembly,  a system  of  comprehensive  community 
colleges,  technical  institutes  and  industrial  education  centers  was 
created  to  operate  under  the  State  Board  of  Education. 

Any  history  of  Richmond  Technical  Institute  must  record  a steady 
growth  since  the  school  was  established.  Today  nearly  all  facilities  are 
housed  under  one  roof,  a modern  all-new  structure  completed  in  the 
spring  of  1967.  More  new  buildings  are  planned  for  the  future. 

Richmond  Technical  Institute  was  established  in  1964  by  the  North 
Carolina  Department  of  Community  Colleges  upon  recommendation 
of  Gov.  Terry  Sanford’s  Commission  on  Public  Education  beyond  the 
High  School  Level.  The  need  for  a local  school  was  determined  by  Dr. 
C.  Horace  Hamilton  through  a survey  of  business,  education,  civic  and 
industrial  conditions.  Richmond  County  voters  gave  the  bond  election 
an  overwhelming  approval. 

Samuel  D.  Morgan  of  Raleigh  was  selected  by  the  Board  of  Trustees 
to  be  Richmond  Technical  Institute’s  first  president.  Site  selection  for 
a permanent  campus  took  place  soon  after  President  Morgan  assumed 
his  duties.  The  present  structure  is  located  on  this  site,  between  Rock- 
ingham and  Hamlet  on  U.S.  Highway  74. 

The  first  building  was  started  in  the  late  spring  of  1966  but  the 
school  did  not  wait  for  that  to  begin  classes.  In  much  the  same  way 
that  a church  consists  not  of  a building  but  of  members  who  attend, 
Richmond  Technical  Institute  was  a vital  educational  factor  in  the 
Sandhills  area  long  before  a permanent  campus  existed. 

On  July  1,  1965,  Richmond  Technical  Institute  assumed  adminis- 
trative control  of  the  Practical  Nurse  Education  program  affiliated 
with  Scotland  Memorial  Hospital  in  Laurinburg. 

Extension  courses  in  many  subjects  and  basic  education  for  adults 
in  Richmond  and  Scotland  Counties  were  soon  underway,  all  in 
temporary  quarters.  The  Fundamentals  Learning  Laboratory  opened 
in  temporary  quarters  in  the  fall  of  1965.  Perhaps  most  significant, 
the  first  full-time  curriculum  students  began  classes  in  temporary 
quarters  in  the  fall  of  1966,  well  before  the  first  permanent  building 
was  ready  for  occupancy. 

Location  and  Facilities 

Richmond  Technical  Institute  is  conveniently  located  on  U.S.  High- 
way 74  in  Richmond  County,  in  the  center  of  the  population  area 
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served.  The  159.63  acre  site  provides  an  ideal  setting  for  an  occu- 
pational education  institution,  including  a 22  acre  lake.  The  location 
was  chosen  because  it  is  easily  accessible  from  all  parts  of  the  Sand- 
hills area  of  North  Carolina. 

The  campus  is  3.3  miles  east  of  Rockingham,  3.6  miles  from  East 
Rockingham,  one  mile  west  of  Hamlet,  and  only  13  miles  from  Ellerbe. 

A four-lane  highway  from  Rockingham  to  Hamlet  passes  by  the 
campus,  providing  uncongested  automobile  transportation  to  the  school. 

The  present  building  is  the  first  of  up  to  eight  called  for  in  future 
plans.  No  definite  schedule  has  been  prepared  for  construction  of  these 
buildings,  although  landscaping  sketches  have  been  drawn. 

Today’s  modern  physical  plant  contains  some  45,000  square  feet.  It 
provides  administrative,  classroom  and  laboratory  space  and  is  fully 
air  conditioned.  Also  in  the  building  are  the  library,  the  learning 
laboratory,  and  storage. 

The  Library 

The  library  has  a growing  collection  of  books  and  materials  selected 
by  professional  librarians  in  consultation  with  faculty  and  adminis- 
trative personnel.  Library  services  are  directed  by  a professional 
librarian.  The  library  is  open  to  persons  in  business,  industry  and 
the  community  for  reference  materials  not  found  in  other  area 
libraries.  All  students  are  encouraged  to  use  the  library. 

Student  Center 

A student  lounge  area  is  provided  for  the  convenience  of  students 
at  Richmond  Technical  Institute. 

Bookstore 

Richmond  Technical  Institute  operates  a bookstore  where  students 
may  buy  all  textbooks  and  supply  items  needed  for  courses  taught  by 
the  school. 

Dormitory  Facilities 

Dormitory  facilities  are  not  provided  by  Richmond  Technical  Insti- 
tute. Each  student  is  responsible  for  making  his  own  arrangements  if 
his  home  is  not  within  commuting  distance  and  he  wishes  to  live  in 
the  school  area.  Students  are  considered  to  be  mature  adult  indi- 
viduals capable  of  personal  responsibility,  and  Richmond  Technical 
Institute  does  not  supervise  students  in  their  living  quarters. 

Purpose  and  Objective 

Richmond  Technical  Institute  offers  organized  curricula  for  train- 
ing technicians,  as  the  name  implies.  The  school  also  offers  vocational, 
trade  and  terminal  specialty  courses  and  programs.  General  adult  edu- 
cation is  a fundamental  purpose  of  the  school. 

Unlike  a community  college,  a technical  institute  does  not  offer  two 
years  of  college  parallel  work.  All  that  is  needed  to  expand  Richmond 
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Technical  Institute  into  a community  college  is  to  add  these  curricula. 
As  the  school  grows,  plans  to  do  so  will  be  undertaken. 

Richmond  Technical  Institute  provides  occupational  education  for 
adults.  This  education  is  specifically  designed  to  make  students  em- 
ployable and  help  them  become  more  effective  members  of  their  com- 
munity. Manpower  needs  in  the  Sandhills  area  are  on  the  increase  and 
Richmond  Technical  Institute  will  play  a prominent  role  in  filling  them. 

To  attain  this  purpose,  programs  and  classes  are  designed  to  meet 
the  various  interests  and  aptitudes  of  prospective  students.  Cur- 
ricula programs  are  designed  to  produce  highly  skilled,  technical  and 
semi-professional  personnel  who  can  get  and  hold  jobs  in  industry  and 
business.  Operating  under  the  premise  that  it  should  be  a “community 
school,”  Richmond  Technical  Institute  offers  programs  at  all  levels  to 
the  extent  of  its  legal  authority. 

The  school  continually  tries  to  inspire  young  people  and  adults  to 
increase  their  education,  to  learn  needed  occupational  skills,  and  to 
grow  as  responsible  citizens.  In  keeping  with  this  aim,  various  ex- 
tension courses  and  basic  adult  education  are  offered  in  addition  to 
curriculum  programs. 

Richmond  Technical  Institute’s  goals  may  be  said  to  be: 

— To  provide  all  students  with  guidance  designed  to  help  each  one 
understand  himself  better  and  improve  his  chances  of  choosing  his 
vocation  wisely. 

— To  inspire  in  the  student  an  active  desire  for  continuing  personal 
growth  and  development  as  an  essential  quality  of  life. 

— To  provide  the  Sandhills  area  of  North  Carolina  with  trained 
manpower  for  its  continued  industrial  and  business  growth. 

— To  provide  suitable  courses  for  adults  who  wish  to  further  their 
education,  enrich  their  cultural  lives,  and  improve  their  personal 
efficiency. 

Degrees,  Diplomas,  and  Certificates 

Richmond  Technical  Institute  is  approved  by  the  North  Carolina 
State  Department  of  Community  Colleges  under  the  State  Board  of 
Education,  as  specified  in  Chapter  115A  of  the  General  Statutes  of 
North  Carolina. 

The  Institute’s  Board  of  Trustees  has  been  granted  the  authority  to 
award  the  Associate  in  Applied  Science  Degree,  a Diploma,  and  certifi- 
cates by  the  Department  of  Community  Colleges  and  the  State  Board  of 
Education. 


Admission  Requirements  and  Procedures 

Richmond  Technical  Institute  operates  under  an  “open  door”  ad- 
missions policy  to  offer  occupational  and  adult  education  to  all  per- 
sons able  to  profit  from  instruction  and  who  are  18  years  old  or  older. 
There  are  no  restrictive  standards  for  admission  to  the  school. 
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Placement  in  Curriculum 

Placement  of  students  in  the  various  programs  is  selective  with 
special  emphasis  on  career  guidance  and  individual  admissions  counsel- 
ing. The  objective  is  to  help  the  student  set  goals  for  himself  and  to 
assure  him  a reasonable  chance  for  success  in  his  chosen  field. 

Testing 

As  part  of  admissions  procedure,  each  student  must  take  placement 
tests  to  help  determine  which  credit  courses  are  appropriate  to  his 
educational  potential.  This  testing  is  done  to  assure  reasonable 
probability  of  success  in  the  particular  program  selected  by  the 
student.  Test  results  do  not  affect  eligibility  for  admission  to  Rich- 
mond Technical  Institute,  but  they  are  of  value  in  weighing  the  stu- 
dent’s academic  strengths  and  weaknesses. 

Procedure 

All  applicants  for  admission  to  a Degree  or  Diploma  program  must 
follow  the  procedure  outlined  below: 

— Obtain  application  blank  from  the  Director  of  Student  Personnel, 
Richmond  Technical  Institute,  Box  1189,  Hamlet,  N.  C.,  ZIP  28345. 
Complete  this  form  and  return  it  as  soon  as  possible  to  the  Director 
of  Student  Personnel. 

— Come  to  the  Richmond  Technical  Institute  offices  on  the  campus 
between  Rockingham  and  Hamlet  on  U.S.  Highway  74.  Take  placement 
tests  and  interviews  at  times  designated  after  both  application  and 
high  school  transcript  forms  have  been  received  by  the  Director  of 
Student  Personnel. 

— Upon  final  notification  of  acceptance,  send  deposit  of  $12.00 
to  Richmond  Technical  Institute.  This  deposit  is  applied  to  the  first 
quarter’s  tuition  and  can  be  refunded  only  if  the  student  notifies 
Richmond  Technical  Institute  at  least  one  week  before  registration 
that  he  will  be  unable  to  attend. 

Applicants  for  two-year  technical  programs  which  lead  to  an 
Associate  in  Applied  Sciences  Degree  must  be  high  school  graduates 
or  equivalent,  and  should  have  high  school  credit  for  at  least  two  units 
of  mathematics,  one  of  which  is  Algebra  I and  one  of  which  is  Plane 
Geometry. 

Applicants  for  one-year  vocational  and  trade  programs  should  have 
completed  at  least  eight  units  of  high  school  work. 

An  applicant’s  general  level  of  education  should  be  sufficient  for  him 
to  make  resonable  progress  in  the  program  he  desires  to  pursue. 

A person  must  be  in  acceptable  physical  and  mental  health  to  be 
admitted.  Whenever  necessary,  a medical  examination  will  be  required. 
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Transfers 

Applications  for  admission  with  advanced  standing  based  on 
previous  post-high  school  education  will  be  considered  on  an  individual 
basis.  Official  transcripts  indicating  previous  work  must  be  submitted. 
Transcripts  from  institutions  outside  of  the  system  of  Community 
Colleges,  Technical  Institutes,  and  Industrial  Eduction  Centers  will  be 
reviewed  by  the  Admission  Committee.  Where  subject  content  and 
length  of  course  are  comparable,  transfer  credit  will  be  allowed.  All 
grades  of  C or  above  will  transfer  as  C’s.  Transfer  credits  will  not  in- 
fluence the  student’s  grade  point  average  at  Richmond  Technical 
Institute. 

Transfer  students  working  toward  an  Associate  in  Applied  Science 
Degree  from  Richmond  Technical  Institute  must  spend  three  con- 
secutive academic  quarters  as  resident  students. 

Financial  Information 

Richmond  Technical  Institute  operates  on  the  quarter  system.  Each 
quarter  is  eleven  weeks  in  length.  Students  are  required  to  register 
and  pay  all  fees  at  the  beginning  of  each  quarter.  So  that  no  student 
will  be  deprived  of  education  beyond  the  high  school  level,  fees  are 
kept  to  a minimum.  Tuition  cost  is  set  by  the  State  Board  of  Edu- 
cation and  is  subject  to  change.  The  only  costs  in  addition  to  tuition 
and  the  student  activity  fee  are  textbooks  and  supplies  which  will  vary 
in  price  with  the  course  pursued.  Prices  for  textbooks  range  from 
$20.00  to  $60.00  depending  on  the  curriculum  the  student  enrolls  in. 

Tuition 

Tuition  for  full-time  students  in  technical  or  vocational  programs 
is  $32.00  per  quarter.  Students  taking  less  than  12  quarter  hours 
credit  will  pay  $2.50  per  quarter  hour  credit.  One  quarter  hour  credit 
is  equal  to  one  hour  of  class  lecture  per  week,  two  hours  of  laboratory 
per  week,  or  three  hours  of  manipulative  laboratory  per  week. 

Non-residents  of  North  Carolina  will  pay  tuition  equal  to  two  and 
one-half  times  the  above  rate,  or  $80.00  per  quarter  for  full-time  stu- 
dents. Students  who  live  out  of  state  and  are  taking  less  than  12 
quarter  hours  credit  will  pay  $6.25  per  quarter  hour  credit. 

A non-resident  is  any  student  whose  legal  residence  is  outside  of 
North  Carolina,  or,  in  the  case  of  students  who  are  boarding  or  living 
with  relatives  in  the  community,  whose  parents  or  guardians  live 
outside  the  state  of  North  Carolina. 

Student  Activity  Fee 

The  Student  Activity  Fee  for  each  full-time  student  is  $20  per 
academic  year.  This  fee  is  due  and  payable  at  the  fall  registration  and 
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is  non-refundable.  Part-time  students  may  elect  to  pay  the  Student 
Activity  Fee  and  enjoy  its  benefits. 

Refunds 

Tuition  refunds  may  be  made  only  in  the  event  that  the  student 
must  withdraw  for  unavoidable  reasons.  In  such  cases,  two  thirds 
of  the  tuition  paid  may  be  refunded  if  the  student  withdraws  within 
ten  calendar  days  after  the  first  day  of  classes,  as  published  in  the 
Academic  Calendar. 

No  refunds  will  be  made  in  case  of  amounts  of  $5.00  or  less  paid 
to  Richmond  Technical  Institute. 

Refunds  will  not  be  made  to  students  enrolled  in  short  term,  non- 
credit classes  or  for  accident  insurance  fees.  Full  refund  will  be 
made  if  Richmond  Technical  Institute  cancels  a class  for  which  fees 
have  been  received. 

Late  Registration  Fee 

A late  registration  fee  of  $5.00  will  be  charged  all  curriculum 
students  who  register  after  the  date  of  registration  for  each  quarter 
as  specified  on  the  school  calendar. 

Developmental  Classes 

Regularly  enrolled  students  who  are  assigned  to  organized  develop- 
mental classes  in  preparation  for  entering  the  regular  curriculum 
classes  shall  be  charged  tuition  for  such  classes  at  the  same  rate  as 
for  part-time  students. 


Financial  Aid 


Work  Study  Program 

A work-study  program  is  included  under  the  provisions  of  the 
Vocational  Education  Act  of  1963.  This  allows  a student  to  be  employed 
by  the  school  as  an  aid,  lab  assistant,  or  in  any  capacity  not  covered 
by  a regular  employee. 

Maximum  earnings  for  a student  are  $45.00  per  month  (within  a 
30  mile  residence  area)  and  $60.00  per  month  (beyond  the  30  mile 
residence  area) . The  earning  is  a figured  at  a rate  of  $1.25  per  hour. 

To  be  eligible  for  this  program,  a person  must  be  enrolled  or  ac- 
cepted for  enrollment  as  a full-time  student  in  a vocational  or  technical 
education  program,  and  approved  by  the  institution. 

Applicants  must  be  between  18  and  21  years  of  age  and  demonstrate 
a need  for  the  earnings  from  employment  under  the  work-study  pro- 
gram to  begin  or  continue  their  education.  Students  approved  for  this 
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program  may  be  employed  up  to  a maximum  of  15  hours  per  week 
after  regularly  scheduled  classes  during  the  school  year. 

Inquiries  or  requests  for  application  forms  should  be  addressed  to 
the  Director  of  Student  Personnel. 

Student  Loans 

Loans  are  available  for  full-time  students  at  Richmond  Technical 
Institute  who  need  financial  help  to  begin  or  continue  occupational  edu- 
cation. The  student  must  be  a legal  resident  of  North  Carolina. 

Students  who  have  been  accepted  for  admission  and  wish  to  apply 
for  a loan  should  complete  an  application  form  at  least  six  months  be- 
fore enrollment.  Loan  application  forms  and  detailed  information  are 
available  upon  request  from  the  office  of  the  Director  of  Student 
Personnel. 

Several  loan  plans  are  possible  for  students  at  Richmond  Technical 
Institute.  They  include  the  North  Carolina  Bankers  Insured  Student 
Loan  Plan,  the  James  E.  and  Mary  Z.  Bryan  Foundation  Student  Loan 
Plan,  and  the  State  Board  of  Education  Student  Loan  for  Vocational 
and  Technical  Education. 

James  E.  & Mary  Z.  Bryan  Foundation 
Student  Loan  Plan 

Students  who  are  enrolled  on  a full-time  basis  in  vocational  or 
technical  education  programs  and  who  meet  other  qualifications  may 
borrow  up  to  $500.00  per  year.  The  money  is  to  be  used  for  tuition, 
fees,  equipment,  books,  and  living  expenses. 

North  Carolina  Bankers  Student  Loan  Plan 
College  Foundation,  Inc. 

Any  bona  fide  North  Carolina  resident  enrolled  in  or  accepted  for 
enrollment  in  an  eligible  institution  may  apply  for  a student  loan. 
He  may  be  eligible  to  borrow  up  to  $1,000.00  per  academic  year.  This 
money  is  to  be  used  for  tuition,  fees,  books,  equipment,  and  living 
expenses. 


State  Board  of  Education  Loan  Fund 

The  State  Board  of  Education  Student  Loan  Fund  for  Vocational 
and  Technical  Education  provides  opportunities  to  borrow  up  to  $300 
per  year.  The  rate  of  interest  is  3 ^ per  cent  per  year  beginning  one 
year  after  the  borrower  ceases  to  be  a full-time  student.  The  loan 
must  be  repaid  in  five  years. 

For  more  information  on  student  loans,  contact  the  Director  of 
Student  Personnel,  Richmond  Technical  Institute,  Box  1189,  Hamlet, 
N.  C.,  ZIP  28345. 
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Grading 

Richmond  Technical  Institute  confers  the  Associate  in  Applied 
Science  Degree  upon  students  who  satisfactorily  complete  a two-year 
technical  education  program.  The  Diploma  is  awarded  to  students  who 
satisfactorily  complete  a one-year  vocational  education  program. 

The  student’s  overall  grade  point  average  must  be  at  least  2.0 
(C)  on  all  courses  attempted  in  order  to  satisfy  requirements  for 
graduation.  The  student  must  also  be  in  good  standing  otherwise  to  be 
eligible  for  graduation. 

Tests  will  be  given  frequently  during  each  quarter.  Each  student 
will  receive  a mid-quarter  evaluation  of  his  progress  in  each  course. 

Final  examinations  will  be  given  at  the  end  of  each  quarter  and 
grades  will  be  issued  to  all  students  based  on  their  achievements 
in  technical  skills,  ability  to  work  under  an  instructor’s  supervision, 
interest  and  initiative  in  work,  and  ability  to  apply  related  informa- 
tion to  practical  use. 


At  the 

end  of 

each  quarter  the  student  will 

receive  final  grades 

based  on 

the  following  system: 

100-90 

A 

Excellent 

4 quality  pts. 

89-80 

B 

Above  Average 

3 quality  pts. 

79-70 

C 

Average 

2 quality  pts. 

69-60 

D 

Passing 

1 quality  pt. 

Below  60 

F 

Failure 

0 quality  pts. 

I 

Incomplete 

0 quality  pts. 

W/P 

Withdrew  Passing 

0 quality  pts. 

W/F 

Withdrew  Failing 

0 quality  pts. 

A grade  of  I must  be  removed  by  making  up  the  work  during  the 
next  quarter  if  credit  is  to  be  given  for  the  course.  A student  who 
receives  an  F in  any  required  course  must  repeat  that  course  in  a 
class  as  soon  as  it  is  offered. 

All  students  must  maintain  an  overall  grade  point  average  of  2.0 
to  be  eligible  for  graduation. 


Honors  and  Awards 


Dean’s  List 

The  Dean’s  List  will  be  issued  at  the  end  of  each  quarter  with  the 
names  of  those  students  who,  while  carrying  12  or  more  quarter  hours, 
attain  a minimum  grade  point  average  of  3.0  with  no  letter  grade 
lower  than  a C. 
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Graduation  With  Honors 

A graduating  student  who  has  earned  a quality  point  average  of  3.0 
with  no  grade  less  than  a C will  be  graduated  with  honors. 

Outstanding  Student  Awards 

These  awards  are  made  to  the  students  who  have  distinguished 
themselves  by  being  most  outstanding  in  terms  of  scholastic  achieve- 
ment, performance,  and  maturity  of  purpose  during  their  program 
of  instruction  at  Richmond  Technical  Institute.  One  student  may  be 
recognized  in  the  one-year  vocational  programs  and  one  student  in  the 
two-year  technical  programs. 
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GENERAL  REGULATIONS 


Students  at  Richmond  Technical  Institute  are  responsible  for  the 
observance  of  all  regulations  and  policies  contained  in  this  catalog. 
Other  regulations  established  by  the  administration  in  announcements 
through  bulletins  and  other  publications  must  also  be  observed.  Stu- 
dents should  familiarize  themselves  with  these  regulations.  A claim  of 
ignorance  of  regulations  does  not  excuse  failure  to  observe  them. 


Attendance 

Students  are  expected  to  make  every  effort  to  attend  all  scheduled 
classes  for  which  they  are  registered.  Although  special  circumstances 
may  cause  a student  to  be  absent,  regular  attendance  is  essential  to 
satisfy  course  objectives. 

All  absences  will  be  evaluated  by  the  instructor  of  the  class  which 
the  student  has  missed.  After  two  absences  the  student  is  subject  to  a 
warning  by  the  instructor. 

Students  who  anticipate  an  absence  should  contact  their  instructor 
before  the  class  to  be  missed.  Should  this  prior  notice  to  the  instruc- 
tor be  impossible,  the  student  should  expect  to  explain  his  absence  upon 
his  return  to  class. 

A student  may  accumulate  three  unexcused  absences  in  each  course 
in  each  quarter;  however,  more  than  three  unexcused  absences  in  any 
course  will  result  in  the  student’s  being  dropped  from  the  course. 
Individual  instructors  will  determine  whether  absences  are  excused 
or  unexcused. 

All  work  missed  during  excused  absences  must  be  made  up.  Failure 
to  make  up  work  which  is  missed  will  adversely  affect  the  student’s 
final  grade  point  average  for  the  course.  No  unexcused  absences  of  any 
kind  will  be  permitted  during  scheduled  tests  and  final  exams. 

Appeals  concerning  absences  may  be  made  to  the  Admissions  Com- 
mittee through  the  Director  of  Student  Personnel. 


Academic  Restriction 

A student  whose  grade  point  average  at  the  end  of  each  quarter 
is  less  than  2.0  will  be  placed  on  academic  restriction,  limiting  the 
number  of  courses  he  can  take,  until  his  grade  point  average  reaches 
the  required  minimum.  Notations  will  be  made  on  a student’s  grade 
report  at  the  end  of  each  quarter  if  his  grade  point  average  for  that 
quarter  is  less  than  2.0. 
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Withdrawal 

Courses  may  be  added  or  dropped  only  during  the  periods  specified 
in  the  academic  calendar. 

To  withdraw  from  any  course  or  from  the  School,  a student  should 
follow  the  procedure  outlined  below. 

1.  Discuss  withdrawal  with  major  instructor; 

2.  Obtain  clearance  form  from  Director  of  Student  Personnel; 

3.  Obtain  signatures  of  all  class  instructors,  the  librarian,  and  a 
clearance  from  the  Business  Office;  and 

4.  Return  form  to  the  Director  of  Student  Personnel. 

Failure  to  follow  the  above  procedure  may  result  in  failure  of  all 
courses  being  taken  at  the  time  of  withdrawal. 

Student  Conduct 

Self-discipline  is  an  essential  element  of  individual  growth  and  de- 
velopment at  Richmond  Technical  Institute.  Students  should  display 
qualities  of  courtesy  and  integrity  that  characterize  the  behavior  of 
mature  ladies  and  gentlemen. 

Students  will  be  governed  by  such  rules  and  regulations  as  may  be 
established  by  the  administration  of  the  Institute.  The  Institute  does 
not  permit  the  use  or  possession  of  alcoholic  beverages  on  the  campus 
or  at  Institute  sponsored  functions.  Violation  of  rules  and  regulations 
subject  the  student  to  disciplinary  measures  and  possible  dismissal. 

At  all  times  students  should  remember  that  they  represent  Richmond 
Technical  Institute.  Their  own  reputation  and  that  of  the  Institute 
depends  upon  their  conduct  and  appearance.  Students  should  dress 
neatly  and  appropriately  for  all  classes  and  other  school  functions. 

Student  Personnel  Services 
Guidance  and  Counseling 

Student  services  include  guidance  by  trained  personnel.  These 
services  are  available  to  every  curriculum  student  from  pre-admission 
through  graduation  including  transfer  or  placement.  There  is  no 
cost  for  these  services,  considered  an  essential  part  of  the  Richmond 
Technical  Institute  program. 

Each  full-time  student  is  assigned  a faculty  advisor  who  assists  the 
student  with  specific  course  planning  and  registration.  Other  counsel- 
ing is  offered  through  the  Office  of  Student  Personnel. 

Students  are  welcome  at  the  counselor’s  office  at  any  time  a personal 
problem  arises  which  could  affect  their  progress  in  school.  Faculty 
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members  are  directed  to  encourage  students  to  use  this  service  to  the 
fullest  extent. 

Testing 

Each  applicant  to  Richmond  Technical  Institute  is  given  a series 
of  aptitude  and  achievement  tests.  These  tests  serve  the  student  both 
as  entrance  procedure  and  as  a counseling  tool  for  placement  in  the 
curriculum  he  wants  to  take.  There  is  no  cost  for  these  tests. 

Student  Orientation 

All  new  students  participate  in  an  orientation  program  designed  to 
acquaint  them  with  Richmond  Technical  Institute’s  administrative 
officers,  faculty  and  others  they  will  need  to  know.  Rules,  policies  and 
privileges  are  discussed. 

Placement 

Richmond  Technical  Institute  does  not  guarantee  job  placement  to 
graduates,  but  the  school  will  assist  in  placing  graduates  in  jobs  when- 
ever possible.  Students  may  wish  to  use  the  facilities  of  the  Employ- 
ment Security  Commission  and  other  private  agencies. 


Learning  Laboratory 

Richmond  Technical  Institute’s  Fundamentals  Learning  Laboratory 
contains  programmed  materials  in  many  academic  areas  which  any 
adult  may  study  at  his  convenience.  Because  the  materials  are  pro- 
grammed, there  are  no  class  sessions.  Each  student  sets  a study 
schedule  convenient  to  him.  The  Learning  Lab  is  open  from  9:00  a.m. 
to  9:00  p.m.  Monday  through  Thursday,  and  From  9:00  a.m.  to  12:00 
p.m.  on  Friday. 

There  is  no  teacher,  but  a Coordinator  is  available  in  the  Lab 
to  assist  in  placing  students  and  to  help  out  when  problems  arise. 

The  Learning  Lab  may  prepare  adults  to  take  the  State  of  North 
Carolina  High  School  Equivalency  Examination  or  to  help  students 
who  are  enrolled  in  full-time  curriculum  programs  by  providing  sup- 
plementary work  in  areas  which  may  be  giving  them  trouble.  The 
Learning  Lab  can  also  be  used  by  students  for  brush-up  work  in  cer- 
tain academic  areas  before  entering  college  or  one  of  our  full-time 
curriculum  program.  If  a person  just  has  a desire  to  learn  about 
some  particular  subject,  he  can  do  so  in  the  Learning  Lab. 

Any  person  over  18  years  of  age  who  is  interested  in  the  Learning 
Lab  may  enroll  by  visiting  the  Learning  Lab  office. 

No  tuition  will  be  charged  for  the  Learning  Laboratory.  A damage 
fee  may  be  charged  students  for  lost,  mutilated,  or  destroyed  materials. 
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Vocational  Rehabilitation 

Richmond  Technical  Institute  works  with  the  various  Vocational 
Rehabilitation  Agencies  in  providing  educational  opportunities  for 
persons  who  have  physical  and  health  limitations. 


Veterans 

Veterans  and  children  of  deceased  veterans  who  want  to  attend 
school  under  Public  Law  550  (The  G.I.  Bill)  may  be  admitted  to  RTI 
and  approved  to  receive  educational  benefits  provided  they  meet  the  re- 
quirements established  by  the  Veterans  Administration. 

Students  who  wish  to  attend  school  under  the  G.I.  Bill  should 
make  application  to  the  local  V.A.  Office.  Correspondence  from  the 
V.A.  Office  should  be  discussed  with  the  Director  of  Student  Personnel 
prior  to  registration  for  classes. 

The  contact  hours  shown  in  the  catalog  are  minimal.  It  is  a policy 
of  this  institution  to  permit  students  to  enroll  in  additional  subjects 
and  laboratory  work  beyond  those  shown  in  the  catalog  in  order  to 
broaden  their  training. 

When  in  any  quarter  the  total  weekly  contact  hours  listed  are  fewer 
than  twenty-five  hours  in  a technical  curriculum  and  fewer  than 
thirty  hours  in  a vocational  trade  curriculum,  a student  may  en- 
roll on  request  and  with  the  approval  of  the  institution  for  additional 
instructional  hours  to  make  up  twenty-five  hours  per  week  in  a techni- 
cal curriculum  or  sufficient  hours  of  attendance  to  make  up  thirty 
hours  per  week  in  a vocational  trade  curriculum. 


Areas  of  Study 


Technical  Curricula 

All  technical  curricula  operate  on  a full-time  six-quarter  program 
basis.  These  programs  emphasize  theory  more  heavily  than  do  vo- 
cational programs  and  consist  of  highly  specialized  occupational  areas. 

Technical  curricula  to  be  offered  by  Richmond  Technical  Institute 
for  the  1967-68  academic  year  include: 


Executive  Secretary 
Electronics 

Electronic  Data  Processing, 
Business 


Engineering  and  Technical 
Secretary 

Business  Administration 
Drafting  & Design 


Graduates  of  these  programs  will  be  awarded  the  Associate  in  Ap- 
plied Science  Degree. 
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Vocational  Curricula 

Vocational  programs  are  one  year  in  length.  Emphasis  is  given  to 
specific  manipulative  skills  or  application  of  understanding.  Some 
knowledge  of  mathematics,  the  sciences,  and  communicative  skills 
is  also  required. 

Vocational  programs  to  be  offered  by  Richmond  Technical  Institute 
for  the  1967-68  academic  year  include: 

Automotive  Mechanics  Mechanical  Drafting 

Machinist  Trade  Architectural  Drafting 

Practical  Nurse  Education  Radio  & Television  Servicing 

Graduates  of  these  programs  will  be  awarded  a diploma  by  Rich- 
mond Technical  Institute. 


Adult  Education  and  Extension  Programs 
General  Information 

An  important  function  of  Richmond  Technical  Institute  is  to  pro- 
vide general  educational  opportunities  for  the  adults  of  Richmond  and 
surrounding  counties.  The  Institute  will  offer  on  a continuing  basis 
a number  of  courses  under  various  programs.  These  courses  are  for 
upgrading,  skill  improvement,  high  school  completion  or  personal 
interest.  Additional  information  concerning  any  program  in  this 
section  may  be  obtained  by  contacting  the  Director  of  Adult  Education 
at  Richmond  Technical  Institute. 

Admission 

Any  adult  living  within  commuting  distance  of  the  Institute  is 
eligible  to  attend  adult  education  classes  offered  by  the  school  on  cam- 
pus or  at  any  of  the  several  adult  education  classroom  areas  used  by 
the  Institute. 

Any  student  admitted  to  class  must  have  reached  his  18th  birthday, 
or  his  regular  public  school  class  must  have  graduated. 

Class  Locations 

Many  adult  education  classes  are  held  away  from  the  Richmond 
Technical  Institute  campus,  in  areas  where  suitable  quarters  can  be 
arranged  and  student  interest  justifies  the  class.  In  the  past,  classes 
have  been  held  in  Hamlet,  Laurinburg,  Rockingham,  Wagram,  and 
other  towns,  plus  in  many  outlying  locations  not  within  city  limits. 
There  is  no  reason  why  a class  cannot  be  taught  in  any  location 
where  suitable  quarters  exist  and  attendance  is  sufficient. 
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Persons  desiring  classes  held  at  some  location  other  than  on  the 
Institute  campus  should  contact  either  the  Director  of  Adult  Edu- 
cation or  the  Director  of  Extension  Programs  at  Richmond  Technical 
Institute. 

Schedules 

Adult  education  classes  are  scheduled  when  a need  for  the  class 
is  established,  space  exists  to  teach  the  class,  and  an  instructor  is  avail- 
able. The  programs  therefore  do  not  begin  and  conclude  on  a quarterly 
schedule  as  do  the  curriculum  programs. 

Richmond  Technical  Institute  releases  advance  information  to 
various  newspapers,  radio  and  television  stations  about  new  classes. 
With  this  publicity  and  by  other  means,  the  Institute  makes  it  known  to 
the  public  that  a class  is  about  to  begin. 

Classes  in  any  subject  can  be  arranged  upon  request  in  most  cases. 
Fees  For  Adult  Education  Classes 

A small  fee  is  charged  for  some  types  of  adult  education  classes, 
usually  $2.00  for  classes  less  than  60  hours  and  $4.00  for  classes  longer 
than  60  hours.  In  some  cases,  no  fee  at  all  is  charged. 

Fees,  when  charged,  are  due  and  payable  before  the  first  class 
session  or  at  the  beginning  of  the  first  class.  Books  and  supplies  are 
frequently  required,  and  may  be  bought  through  the  Institute  at  the 
first  class  meeting. 

Attendance 

Adults  are  expected  to  attend  classes  regularly  even  though  no  credit 
may  be  given  for  non-curriculum  work  in  most  cases.  Attendance 
records  are  maintained  by  instructors. 

Regular  attendance  helps  maintain  continuity  in  the  classroom  work, 
justifies  the  existence  of  the  class,  and  assures  the  student  of  accom- 
plishment impossible  with  excessive  absences. 

A student  is  dropped  from  the  course  after  four  consecutive  unex- 
cused absences. 

Certificates  and  Diplomas 

Certificates  from  Richmond  Technical  Institute  and  in  some  cases 
from  the  Department  of  Community  Colleges  are  awarded  to  students 
successfully  completing  an  adult  education  course. 

Adult  Education  High  School  Diplomas  may  be  awarded  to  adults 
satisfactorily  completing  requirements  in  the  high  school  program  by 
the  State  Board  of  Education  through  a local  board  of  education  pro- 
vided the  board  is  willing  to  accept  the  credits. 
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Extension 

Richmond  Technical  Institute  offers  non-credit  extension  programs 
in  a variety  of  subject  areas  ranging  from  upgrading  and  updating 
a student’s  present  occupation  through  a particular  extension  class,  to 
classes  of  general  interest  and  self-improvement. 

Generally  extension  classes  are  offered  during  the  evening  hours  and 
in  a location  that  is  appropriate  to  the  course.  In  most  cases,  a mini- 
mum of  15  enrollees  is  required  before  an  extension  class  can  begin. 

The  length  of  an  extension  course  varies  from  as  little  as  8 class 
hours  to  as  much  as  144  class  hours. 

It  is  not  the  policy  of  Richmond  Technical  Institute  to  grant  cur- 
riculum credit  for  extension  classes ; however,  exceptions  may  be  made 
in  certain  cases  where,  in  the  judgment  of  the  Admissions  Com- 
mittee, the  depth  and  breadth  of  subject  matter  covered  is  comparable 
to  a curriculum  course. 
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Examples  of  extension  offerings  of  a non-curriculum  nature  which 
could  be  offered  include: 


The  list  is,  in  fact,  endless.  Almost  any  subject  can  be  taught  at  any 
achievement  level  if  attendance  is  enough  to  justify  a class.  About  one 
month  is  usually  required  for  preparation  before  beginning  a class. 

Basic  Education  for  Adults 

Adult  Basic  Education  is  designed  to  help  adults  improve  funda- 
mental skills  such  as  reading,  writing,  and  mathematics,  social  studies 
and  sciences. 

Classes  are  organized  into  two  groups.  The  first  group  is  for  those 
who  are  unable  to  study  individually  because  of  inability  to  read  and 
write.  Persons  in  this  group  usually  function  at  grade  levels  0-4.  In 
group  two,  a higher  level  of  ability  is  achieved  and  basic  science  and 
social  studies  are  expanded.  The  work  difficulty  is  at  grade  levels  5-8. 

With  completion  of  group  two,  the  student  should  be  equipped  to 
go  into  the  adult  high  school  program. 

Adult  High  School  Equivalency  Program 

Adult  Education  High  School  courses  at  Richmond  Technical  Insti- 
tute are  offered  in  cooperation  with  local  public  school  officials.  The 
courses  provide  the  needed  instruction  to  enable  the  adult  student  to 
take  the  State  High  School  Equivalency  Examination.  Preparation 
for  the  High  School  Equivalency  Exam  may  also  be  made  through  the 
Learning  Lab. 


Cultural  development  activities,  training  services  to  business  and 
industry,  hospitality  and  tourism  education,  distributive  occupational 
training,  and  various  seminars  and  conferences  will  be  offered  from 
time  to  time  by  Richmond  Technical  Institute  as  community  interests 
and  needs  dictate. 


Creative  Salesmanship 
Bookkeeping-Accounting 
Business  Machine  Operation 
Supervisory  Training 
Small  Engine  Repair 
Personal  Investments 
First  Aid 

Income  Tax  Preparation 
Ceramics 

Law  Enforcement 
Welding 

Blueprint  Reading 
Modern  Math  For  Parents 


Advertising 
Typing 
Stenoscript 
Firemanship 
Art  for  Beginners 
Flower  Arranging 
Interior  Decorating 
Public  Speaking 
Furniture  Refinishing 
Electrical  Wiring 
Bricklaying 
Food  Preparation 
Sewing  Alterations 


Others 
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DESCRIPTION  OF  COURSES 

BUSINESS  ADMINISTRATION 

INTRODUCTION 


Purpose  of  Curriculum 

With  the  increasing  population  and  industrial  development  in  this 
State,  business  has  become  more  competitive  and  automated.  Better 
opportunities  in  business  will  be  filled  by  students  with  specialized 
education  beyond  the  high  school  level.  The  Business  Administration 
Curriculum  is  designed  to  prepare  the  student  for  employment  in  one 
of  many  occupations  common  to  business.  Training  is  aimed  at  pre- 
paring the  student  in  many  phases  of  administrative  work  that  might 
be  encountered  in  the  average  business. 

The  specific  objectives  of  the  Business  Administration  Curriculum 
are  to  develop  the  following  competencies: 

1.  Understanding  of  the  principles  of  organization  and  management 
in  business  operations. 

2.  Understanding  our  economy  through  study  and  analysis  of  the 
role  of  production  and  marketing. 

3.  Knowledge  in  specific  elements  of  accounting,  finance,  and  busi- 
ness law. 

4.  Understanding  and  skill  in  effective  communication  for  business. 

5.  Knowledge  of  human  relations  as  they  apply  to  successful 
business  operations  in  a rapidly  expanding  economy. 

Job  Description 

The  graduate  of  the  Business  Administration  Curriculum  may  enter 
a variety  of  career  opportunities  from  beginning  sales  person  or 
office  clerk  to  manager  trainee.  The  duties  and  responsibilities  of  this 
graduate  vary  in  different  firms.  These  encompassments  might  include: 
making  up  and  filing  reports,  tabulating  and  posting  data  in  various 
books,  sending  out  bills,  checking  calculations,  adjusting  complaints, 
operating  various  office  machines,  and  assisting  managers  in  super- 
vising. Positions  are  available  in  businesses  such  as  advertising; 
banking;  credit;  finance;  retailing;  wholesaling;  hotel,  tourist,  and 
travel  industry;  insurance;  transportation;  and  communications. 
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Business  Administration 
COURSE  TITLE 

Hours 

Class 


FIRST  QUARTER 

T-ENG  101  Grammar  3 

T-BUS  102  Typewriting  (or  Elective)  2 

T-MAT  110  Business  Mathematics  5 

T-BUS  101  Introduction  to  Business  5 

T-ECO  102  Economics  3 

18 

SECOND  QUARTER 

T-ENG  102  Composition  3 

T-BUS  120  Accounting  5 

T-ECO  104  Economics  3 

T-BUS  115  Business  Law  3 

T-BUS  123  Business  Finance  3 

17 

THIRD  QUARTER 

T-ENG  103  Report  Writing  3 

T-BUS  124  Business  Finance  3 

T-BUS  110  Office  Machines  2 

T-BUS  121  Accounting  5 

T-BUS  116  Business  Law  3 


FOURTH  QUARTER 
T-ENG  204  Oral  Communication 
T-BUS  232  Sales  Development 
T-EDP  104  Introduction  to  Data  Processing 
Systems 

T-BUS  239  Marketing 
Elective 


FIFTH  QUARTER 
T-ENG  206  Business  Communication 
Social  Science  Elective 
T-BUS  243  Advertising 
T-BUS  235  Business  Management 
Elective 


16 


3 

3 

3 

5 

3 

17 


3 

3 

3 

3 

3 


15 


Per  Week  Quarter 
Hours 
Lab.  Credit 

0 3 

3 3 

0 5 

0 5 

0 3 

3 19 


0 3 
2 6 
0 3 
0 3 
0 3 

2 18 


0 3 
0 3 
2 3 
2 6 
0 3 

4 18 


0 3 

0 3 

2 4 

0 5 

0 3 

2 18 


0 3 
0 3 
2 4 
0 3 
0 3 

2 16 


* “Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 
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COURSE  TITLE 


SIXTH  QUARTER 

Social  Science  Elective 
T-BUS  229  Taxes 

T-BUS  272  Principles  of  Supervision 
T-BUS  271  Office  Management 
Elective 


Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

3 

0 

3 

3 

2 

4 

3 

0 

3 

3 

0 

3 

6 

0 

6 

18  2 19 


BUSINESS  ADMINISTRATION 


COURSE  TITLE 
FIRST  QUARTER 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-ENG  101  Grammar  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  stu- 
dents in  applying  the  basic  principles  of  English  grammar  in  their  day- 
to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 


T-BUS  102  Typewriting  2 3*  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct 
techniques,  mastery  of  the  keyboard,  simple  business  correspondence, 
tabulation,  and  manuscripts. 

Prerequisite:  None 


T-MAT  110  Business  Mathematics  5 0 5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  inter- 
est and  discount,  commission,  taxes,  and  pertinent  uses  of  mathematics  in 
the  field  of  business. 

Prerequisite:  None 

T-BUS  101  Introduction  to  Business  5 0 5 

A survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of 
financing,  internal  organization,  and  management. 

Prerequisite:  None 

T-ECO  102  Economics  3 0 3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 


Business  Administration 


39 


COURSE  TITLE 

Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

SECOND  QUARTER 
T-ENG  102  Composition 

3 

0 

3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

Prerequisite:  T-ENG  101 


T-BUS  120  Accounting  5 2 6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  report- 
ing information  about  service  and  mercantile  enterprises,  to  include 
practical  application  of  the  principles  learned. 

Prerequisite:  T-MAT  110 


T-ECO  104  Economics  3 0 3 

Greater  depth  in  principles  of  economics,  including  a penetration  into 
the  composition  and  pricing  of  national  output,  distribution  of  income, 
international  trade  and  finance,  and  current  economic  problems. 
Prerequisite:  T-ECO  102 


T-BUS  115  Business  Law  3 0 3 

A general  course  designed  to  acquaint  the  student  with  certain  funda- 
mentals and  principles  of  business  law,  including  contracts,  negotiable 
instruments,  and  agencies. 

Prerequisite:  None 


T-BUS  123  Business  Finance  3 0 3 

Financing  of  business  units,  as  individuals,  partnerships,  corporations, 
and  trusts.  A detailed  study  is  made  of  short-term,  long-term,  and  con- 
sumer financing. 

Prerequisite:  None 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the 
organization  and  techniques  of  modern  report  writing.  Exercises  in 
developing  typical  reports,  using  writing  techniques  and  graphic  devices 
are  completed  by  the  students.  Practical  application  in  the  preparation 
of  a full-length  report  is  required  of  each  student  at  the  end  of  the  term. 
Prerequisite:  T-ENG  102 

T-BUS  124  Business  Finance  3 0 3 

Topics  include  financing  federal,  state,  and  local  governments  and  the 
ensuing  effects  upon  the  economy.  Also  included  are  factors  affecting 
supply  of  funds,  monetary  and  credit  policies. 

Prerequisite:  T-BUS  123 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-BUS  110  Office  Machines  2 2 3 

A general  survey  of  the  business  and  office  machines.  Students  will  re- 
ceive training  in  techniques,  processes,  operation  and  application  of  the 
ten-key  adding  machines,  full  keyboard  adding  machines,  and  calculator. 
Prerequisite:  None. 

T-121  Accounting  5 2 6 

A study  is  made  of  partnership  and  corporation  accounting  including  a 
study  of  payrolls,  federal  and  state  taxes.  Emphasis  is  placed  on  the 
recording,  summarizing  and  interpreting  data  for  management  control 
rather  than  on  bookkeeping  skills.  Accounting  services  are  shown  as  they 
contribute  to  the  recognition  and  solution  of  management  problems. 
Prerequisite:  T-BUS  115 

T-BUS  116  Business  Law  3 0 3 

This  course  includes  the  study  of  laws  pertaining  to  bailments,  sales, 
risk-bearing,  partnership-corporation,  mortgages,  and  property  rights. 
Prerequisite:  T-BUS  115 


FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communication  to  en- 
able the  student  to  communicate  with  others.  Emphasis  is  placed  on  the 
speaker’s  attitude,  improving  diction,  voice,  and  the  application  of  par- 
ticular techniques  of  theory  to  correct  speaking  habits  and  to  produce 
effective  oral  presentation.  Particular  attention  is  given  to  conducting 
meetings,  conferences,  and  interviews. 

Prerequisite:  T-ENG  101 

T-BUS  232  Sales  Development  3 0 3 

A study  is  made  of  retail,  wholesale  and  specialty  selling.  Emphasis  is 
placed  upon  mastering  and  applying  the  fundamentals  of  selling.  Prep- 
aration for  an  execution  of  sales  demonstrations  are  required. 
Prerequisite:  None 

T-EDP  104  Introduction  to  Data  Processing 

Systems  3 2 4 

Fundamental  concepts  and  operational  principles  of  data  processing 
systems,  as  an  aid  in  developing  a basic  knowledge  of  computers,  pre- 
requisite to  the  detail  study  of  particular  computer  problems.  This 
course  is  a prerequisite  for  all  programming  courses. 

Prerequisite:  None 

T-BUS  239  Marketing  5 0 5 

A general  survey  of  the  field  of  marketing,  with  a detailed  study  of  the 
functions,  policies,  and  institutions  involved  in  the  marketing  process. 
Prerequisite:  None 
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COURSE  TITLE 
FIFTH  QUARTER 


Hoars 

Class 


Per  Week  Quarter 
Hours 
Lab.  Credit 


T-ENG  206  Business  Communication 


3 0 3 


Develops  skills  in  techniques  of  writing,  business  communications. 
Emphasis  is  placed  on  writing  action — getting  sales  letters  and  pro- 
spectuses. Business  reports,  summaries  of  business  conferences,  letters 
involving  credit,  collections,  adjustments,  complaints,  orders,  acknowl- 
edgements, remittances,  and  inquiry. 

Prerequisite:  T-ENG  102 


T-BUS  243  Advertising  3 2 4 

The  role  of  advertising  in  a free  economy  and  its  place  in  the  media 
of  mass  communications.  A study  of  advertising  appeals;  product  and 
market  research;  selection  of  media;  means  of  testing  effectiveness  of 
advertising.  Theory  and  practice  of  writing  advertising  copy  for  various 
media. 

Prerequisite:  None 


T-BUS  235  Business  Management  3 0 3 

Principles  of  business  management  including  overview  of  major  function 
of  management,  such  as  planning,  staffing,  controlling,  directing,  and 
financing.  Clarification  of  the  decision-making  function  versus  the 
operating  function.  Role  of  management  in  business — qualifications  and 
requirements. 

Prerequisite:  None 


SIXTH  QUARTER 


T-BUS  229  Taxes  3 2 4 

Application  of  federal  and  state  taxes  to  various  businesses  and  busi- 
ness conditions.  A study  of  the  following  taxes:  income,  payroll,  capital 
gain,  sales  and  use,  excise,  and  inheritance. 

Prerequisite:  T-BUS  121 


T-BUS  272  Principles  of  Supervision  3 0 3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his 
relationship  to  superiors,  subordinates,  and  associates.  Emphasis  on 
securing  an  effective  work  force  and  the  role  of  the  supervisor.  Methods 
of  supervision  are  stressed. 

Prerequisite:  None 


T-BUS  271  Office  Management  3 0 3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing  and  actuating  office  problems. 
Prerequisite:  None 


42 


Business  Administration 


BUSINESS  ADMINISTRATION  ELECTIVES 


COURSE  TITLE 
T-BUS  247  Business  Insurance 


Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 


3 0 3 


A presentation  of  the  basic  principles  of  risk  insurance  and  their  appli- 
cation. A survey  of  the  various  types  of  insurance  is  included. 
Prerequisite:  None 


T-BUS  219  Credit  Procedures  and  Problems  3 0 3 

Principles  and  practices  in  the  extension  of  credit;  collection  procedures; 
laws  pertaining  to  credit  extension  and  collection  are  included. 
Prerequisite:  T-BUS  120 

T-BUS  255  Interpreting  Accounting  Records  3 0 3 

Designed  to  aid  the  student  in  developing  a “use  understanding”  of  ac- 
counting records,  reports  and  financial  statements.  Interpretation,  analy- 
sis, and  utilization  of  accounting  statements. 

Prerequisite:  None 

T-BUS  233  Personnel  Management  3 0 3 

Principles  of  organization  and  management  of  personnel,  procurement, 
placement,  training,  performance  checking,  supervision,  remuneration, 
labor  relations,  fringe  benefits,  and  security. 

Prerequisite:  None 


T-BUS  245  Retailing  3 0 3 

A study  of  the  role  of  retailing  in  the  economy  including  development 
of  present  retail  structure,  functions  performed,  principles  governing 
effective  operation  and  managerial  problems  resulting  from  current  eco- 
nomic and  social  trends. 

Prerequisite:  None 


T-BUS  237  Wholesaling 

3 

0 

3 

The  development  of  wholesaling;  present  day 
States.  A study  of  the  functions  of  wholesaling. 
Prerequisite:  None 

trends 

in  the 

United 

T-BUS  266  Budget  and  Record  Keeping 

3 

0 

3 

The  basic  principles,  methods,  and  procedures  for  preparation  and 
operation  of  budgets.  Special  attention  is  given  to  the  involvement  of 
individual  departments  and  the  role  they  play.  Emphasis  on  the  neces- 
sity for  accurate  record  keeping  in  order  to  evaluate  the  effectiveness  of 
budget  planning. 

Prerequisite:  T-BUS  121 

T-BUS  217  Business  Law  3 0 3 

A study  of  the  powers,  policies,  methods,  and  procedures  used  by  the 
various  federal,  state  and  local  administrative  agencies  in  promoting 
and  regulating  business  enterprises.  It  includes  a consideration  of  the 
constitutional  and  statutory  limitations  on  these  bodies  and  judicial  re- 
view of  administrative  action. 

Prerequisite:  T-BUS  116 
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SOCIAL  SCIENCE  ELECTIVES 
COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
and  emotions  are  considered  with  particular  reference  to  on-the-job 
problems.  Other  topics  investigated  are:  employee  selection,  supervision, 
job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  per- 
sonal and  group  dynamics  so  that  the  student  may  learn  to  apply  the 
principles  of  mental  hygiene  to  his  adjustment  problems  as  a worker  and 
a member  of  the  general  community. 

Prerequisite:  None 

T-SSC  205  American  Institutions  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite : None 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure, 
power,  procedures  and  problems. 

Prerequisite:  None 


DRAFTING  & DESIGN 

INTRODUCTION 


Purpose  of  Curriculum 

This  curriculum  was  prepared  for  the  purpose  of  outlining  an 
educational  program  for  students  of  mechanical  drafting  and  design 
technology.  There  are  certain  identifiable  duties  which  are  common 
to  all  technicians  of  this  general  classification  and  which  comprise 
the  basic  areas  of  technical  knowledge  they  need.  This  curriculum 
has  been  designed  for  training  persons  in  the  accepted  performance 
of  these  basic  duties  that  will  be  assigned,  and  to  enable  the  individual 
student  to  become  proficient  in  a short  time  after  he  becomes  employed 
in  the  industry. 


44 


Drafting  & Design 


Courses  in  general  education  have  been  included  to  give  a student 
the  assurance  and  understanding  that  comes  with  education  upon  a 
broad  base.  The  technician  associates  with  many  levels  of  thought  and 
expression — administrative  personnel,  scientists,  engineers,  skilled 
workmen — and  must  be  able  to  communicate  effectively  with  all 
levels.  Courses  containing  essential  information  from  related  subject 
areas,  such  as  mathematics,  physics,  and  mechanics  have  been  in- 
cluded in  order  to  provide  the  student  a better  academic  base  for  his 
training.  Emphasis  is  placed  upon  ability  to  think  and  plan,  as  well 
as  drafting  procedures  and  techniques. 

Job  Description 

Mechanical  drafting  and  design  technicians  are  concerned  with  the 
preparation  of  drawings  for  design  proposals,  for  experimental  models 
and  items  for  production  use. 

These  technicians  perform  many  aspects  of  drafting  in  a specialized 
field,  such  as  the  developing  of  the  drawing  of  a section,  sub-assembly 
or  major  component.  Investigating  design  factors  and  availability 
of  material  and  equipment,  production  methods  and  facilities  are 
frequent  assignments.  They  assist  in  the  design  of  units  and  controls 
from  specifications  by  utilizing  drawings  of  existing  units  and  reports 
on  functional  performance.  They  may  draw  components  in  industrial 
fields  based  on  engineers’  original  design  concepts  or  specific  ideas. 
Also,  they  may  be  assigned  as  coordinators  for  the  execution  of  re- 
lated work  of  other  design,  production,  tooling,  material  and  planning 
groups.  Technicians  with  experience  in  this  classification  may  often 
supervise  the  preparation  of  working  drawings. 

These  technicians  are  employed  in  many  types  of  manufacturing, 
fabrication,  research  development  and  service  industries.  Substantial 
numbers  also  are  employed  in  communications,  transportation,  public 
utilities,  consulting  engineering  firms,  and  federal,  state,  and  local 
governments. 


DRAFTING  & DESIGN  TECHNOLOGY 


COURSE  TITLE 
FIRST  QUARTER 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

T-ENG  101  Grammar 

3 

0 

3 

T-MAT  101  Technical  Mathematics 

5 

0 

5 

T-PHY  101  Physics:  Properties  of  Matter 

3 

2 

4 

T-DFT  101  Technical  Drafting 

0 

6* 

2 

T-MEC  101  Machine  Processes 

0 

6* 

2 
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COURSE  TITLE 

Hours 

Per  Week 

Quartei 

Class 

Lab. 

Hours 

Credit 

SECOND  QUARTER 
T-ENG  102  Composition 

3 

0 

3 

T-MAT  102  Technical  Mathematics 

5 

0 

5 

T-PHY  102  Physics:  Work,  Energy,  Power 

3 

2 

4 

T-DFT  102  Technical  Drafting 

0 

6* 

2 

T-MEC  102  Machine  Processes 

0 

6* 

2 

11 

14 

16 

THIRD  QUARTER 

T-ENG  103  Report  Writing 

3 

0 

3 

T-MAT  103  Technical  Mathematics 

5 

0 

5 

T-PHY  103  Physics:  Electricity 

3 

2 

4 

T-PHY  106  Applied  Mechanics 

5 

0 

5 

T-DFT  103  Technical  Drafting 

0 

6* 

2 

— 

— 

— 

16 

8 

19 

FOURTH  QUARTER 

T-ENG  204  Oral  Communication 

3 

0 

3 

T-DFT  201  Technical  Drafting 

2 

6* 

4 

T-DFT  204  Descriptive  Geometry 

2 

4 

4 

T-MEC  205  Strength  of  Materials 

3 

2 

4 

T-MEC  210  Physical  Metallurgy 

3 

3* 

4 

13 

15 

19 

FIFTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

T-DFT  205  Design  Drafting  I 

2 

6* 

4 

T-DFT  211  Mechanisms 

3 

2 

4 

T-MEC  211  Physical  Metallurgy 

3 

3* 

4 

Elective 

4 

11 

11 

19 

SIXTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

T-DFT  206  Design  Drafting  II 

2 

6* 

4 

T-MEC  235  Hydraulics  & Pneumatics 

3 

3* 

4 

Elective 

Elective 

8 

9 

4 

4 

19 

* “Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 
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DRAFTING  & DESIGN  COURSE  DESCRIPTIONS 


COURSE  TITLE 

FIRST  QUARTER 
T-ENG  101  Grammar 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

3 

0 

3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate 
students  in  applying  the  basic  principles  of  English  grammar  in  their 
day-to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 


T-MAT  101  Technical  Mathematics  5 0 5 

The  real  number  system  is  developed  as  an  extension  of  natural  num- 
bers. Number  systems  of  various  bases  are  introduced.  Fundamental 
algebraic  operation,  the  rectangular  coordinate  system,  as  well  as  funda- 
mental trigonometric  concepts  and  operations  are  introduced.  The  appli- 
cation of  these  principles  to  practical  problems  is  stressed. 

Prerequisite:  Satisfactory  evidence  that  admission  requirements  have 
been  met. 


T-PHY  101  Physics:  Properties  of  Matter  3 2 4 

A fundamental  course  covering  several  basic  principles  of  physics.  The 
divisions  included  are  solids  and  their  characteristics,  liquids  at  rest 
and  in  motion,  gas  laws  and  applications.  Laboratory  experiments  and 
specialized  problems  dealing  with  these  topics  are  part  of  this  course. 
Prerequisite:  None 


T-DFT  101  Technical  Drafting  0 6 2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  draw- 
ing principles  and  practices  for  print  reading  and  describing  objects 
in  the  graphic  language.  Basic  skills  and  techniques  of  drafting  included 
are:  use  of  drafting  equipment,  lettering,  freehand  orthographic  and 
pictorial  sketching,  geometric  construction,  orthographic  instrument  draw- 
ing of  principal  views,  and  standards  and  practices  of  dimensioning.  The 
principles  of  isometric,  oblique,  and  perspective  are  introduced. 
Prerequisite:  None 

T-MEC  101  Machine  Processes  0 6 2 

An  introductory  course  designed  to  acquaint  the  student  with  basic 

hand  tools,  safety  procedures  and  machine  processes  of  our  modern 
industry.  It  will  include  a study  of  measuring  instruments,  charac- 
teristics of  metals  and  cutting  tools.  The  student  will  become  familiar 
with  the  lathe  family  of  machine  tools  by  performing  selected  operations 
such  as  turning,  facing,  threading,  drilling,  boring,  and  reaming. 
Prerequisite:  None 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi- 
ness and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
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COURSE  TITLE 


and  whole  composition. 
Prerequisite:  T-ENG  101. 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

T-MAT  102  Technical  Mathematics 

5 

0 

5 

A continuation  of  T-MAT  101.  Advanced  algebraic  and  trigonometric 
topics  including  quadratics,  logarithms,  determinants,  progressions,  the 
binomial  expansion,  complex  numbers,  solution  of  oblique  triangles  and 
graphs  of  the  trigonometric  functions  are  studied  in  depth. 
Prerequisite:  T-MAT  101. 

T-PHY  102  Physics:  Work,  Energy,  Power  3 2 4 

The  major  areas  covered  in  this  course  are  work,  energy,  and  power. 
Instruction  includes  such  topics  as  statics,  forces,  center  of  gravity,  and 
dynamics.  Units  of  measurement  and  their  applications  are  a vital  part  of 
this  course.  A practical  approach  is  used  in  teaching  students  the  use  of 
essential  mathematical  formulas. 

Prerequisites:  T-PHY  101,  T-MAT  101. 


T-DFT  102  Technical  Drafting  0 6 2 

The  application  of  orthographic  projection  principles  to  the  more  complex 
drafting  problems,  primary  and  secondary  auxiliary  views,  simple  and 
successive  revolutions,  and  sections  and  conventions  will  be  studied. 
Most  important  is  the  introduction  of  the  graphical  analysis  of  space 
problems.  Problems  of  practical  design  elements  involving  points,  lines, 
planes,  and  a combination  of  these  elements  shall  be  studied.  Dimension- 
ing practices  for  “details”  and  “working  drawings,”  approved  by  the 
American  Standards  Association  will  also  be  included.  Introduction  is 
given  to  intersections  and  developments  of  various  types  of  geometrical 
objects. 

Prerequisite:  T-DFT  101. 

T-MEC  102  Machine  Processes  0 6 2 

Advanced  operations  on  lathe,  drilling,  boring  and  reaming  machines. 
Milling  machine  theory  and  practice.  Thorough  study  of  the  types  of 
milling  machines,  cutters,  jig  and  mixture  devices,  and  the  accessories 
used  in  a modern  industrial  plant.  Safety  in  the  operational  shop  is 

cjt'rpQQpn 

Prerequisite:  T-MEC  101. 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the  organi- 
zation and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  com- 
pleted by  the  students.  Practical  application  in  the  preparation  of  a full- 
length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  his  chosen  curriculum. 
Prerequisite:  T-ENG  102. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-MAT  103  Technical  Mathematics  5 0 5 

The  fundamental  concepts  of  analytical  geometry,  differential  and  integral 
calculus  are  introduced.  Topics  included  are  graphing  techniques, 
geometric  and  algebraic  interpretation  of  derivative,  differentials,  rate 
of  change,  the  integral  and  basic  integration  techniques.  Applications 
of  these  concepts  to  practical  situations  are  stressed. 

Prerequisite:  T-MAT  102. 

T-PHY  103  Physics:  Electricity  3 2 4 

Basic  theories  of  electricity,  types  of  electricity,  methods  of  production, 
and  transmission  and  transforming  of  electricity.  Electron  theory,  elec- 
tricity by  chemical  action,  electricity  by  friction,  electricity  by  magne- 
tism, induction  voltage,  amperage,  resistance,  horsepower,  wattage,  and 
transformers  are  major  parts  of  the  course. 

Prerequisites:  T-PHY  101,  T-MAT  101. 

T-PHY  106  Applied  Mechanics  5 0 5 

Concepts  and  principles  of  statics  and  dynamics.  Parallel  concurrent  and 
noncurrent  force  systems  in  coplanar  and  noncoplanar  situations.  Con- 
cepts of  centroids  and  center  of  gravity,  moments  of  inertia,  funda- 
mentals of  kinetics,  and  kinematics  of  velocity  and  motion. 

Prerequisites:  T-MAT  103,  T-PHY  102. 

T-DFT  103  Technical  Drafting  0 6 2 

Intersection  and  developments  and  their  practical  solutions.  Where 
applicable,  model  solutions  accompany  the  problems.  The  various  tech- 
niques employed  to  produce  and  render  isometric  and  oblique  drawings, 
isometric,  dimetric  and  trimetric  projections,  will  be  included. 
Prerequisite:  T-DFT  102. 


FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the 
speaker’s  attitude,  improving  diction,  voice,  and  the  application  of 
particular  techniques  of  theory  to  correct  speaking  habits  and  to  pro- 
duce effective  oral  presentation.  Particular  attention  given  to  conducting 
meetings,  conferences,  and  interviews. 

Prerequisite:  T-ENG  101. 

T-DFT  201  Technical  Drafting  2 6 4 

Applications  and  constructions  of  charts,  graphs,  and  nomographs  in 
engineering  and  technical  data.  Screw  threads,  springs,  keys,  rivets,  pip- 
ing, and  welding  symbols,  methods  of  representing  and  specifying  will 
be  covered.  Basic  mechanisms  of  motion  transfer,  gears  and  cams  will 
be  studied  and  drawn  with  emphasis  on  methods  of  specifying,  calculating 
dimensions,  and  delineating. 

Prerequisite:  T-DFT  103. 
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COURSE  TITLE 

Honrs  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-DFT  204  Descriptive  Geometry  2 4 4 

Graphic  analysis  of  space  problems  involving  points,  lines,  planes,  con- 
nectors, and  a combination  of  these.  Practical  design  problems  will  be 
stressed  with  analytical  verification  where  applicable.  Visualization  shall 
be  stressed  on  every  problem. 

Prerequisites:  T-DFT  102,  T-MAT  102. 


T-MEC  205  Strength  of  Materials  3 2 4 

Study  of  principles  and  analysis  of  stresses  which  occur  within  machine 
and  structure  elements  subjected  to  various  types  of  loads  such  as  static, 
impact,  varying  and  dynamic.  Analyses  of  these  stresses  are  made  as  ap- 
plied to  thin-walled  cylinders  and  spheres,  riveted  and  welded  joints, 
beams,  columns  and  machine  components. 

Prerequisites:  T-PHY  106,  T-MAT  103. 


T-MEC  210  Physical  Metallurgy  3 3 4 

Introductory  course  in  metallurgy,  a basic  study  of  the  properties  of 
metals  and  alloys.  Analysis  of  the  structure  of  metals  and  alloys,  atomic 
structure,  nuclear  structure,  and  nuclear  reactions.  Solid  (crystalline) 
structures,  methods  of  designating  crystal  planes;  liquid  and  vapor  phases; 
phase  diagrams;  and  alloy  systems. 

Prerequisite:  T-PHY  101 


FIFTH  QUARTER 

T-DFT  205  Design  Drafting  I 2 6 4 

Basic  design  is  introduced  in  the  study  of  motion  transfer  mechanisms 
as  they  relate  to  power  trains.  Principles  of  design  sketching,  design 
drawing,  layout  drafting,  detailing  from  layouts,  production  drawings 
and  simplified  drafting  practices  constitute  areas  of  study.  Types  and 
methods  of  specifying  materials  and  workmanship  are  an  integral  part 
of  the  course. 

Prerequisites:  T-DFT  204,  T-MAT  102,  T-PHY  102 


T-DFT  211  Mechanisms  3 2 4 

Mathematical  and  drafting  room  solutions  of  problems  involving  the 
principles  of  machine  elements.  Study  of  motions  of  linkages,  velocities 
and  acceleration  of  points  within  a link  mechanism;  layout  methods 
for  designing  cams,  belts,  pulleys,  gears  and  gear  trains. 

Prerequisites:  T-DFT  201  & 204,  T-MAT  103,  T-PHY  106. 

T-MEC  211  Physical  Metallurgy  3 3 4 

Properties  of  metals  and  alloys,  the  reactions  of  metals,  diffusion,  car- 
burizing, metal  bounding  and  homogenization;  recrystallization  and  grain 
growth,  age  hardening,  nitriding,  internal  oxidation;  heat  treatment  of 
steel;  laboratory  experiments  and  demonstrations. 

Prerequisite:  T-MEC  210 


50 


Drafting  & Design 


COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

SIXTH  QUARTER 

T-DFT  206  Design  Drafting  II  2 6 4 

Research  to  solve  a problem  in  design  by  consulting  various  manuals, 
periodicals,  and  through  laboratory  experiments.  A written  technical 
report,  preliminary  design  sketches,  layout  drawings,  detail  drawings, 
assembly  and  sub-assembly  drawings,  pictorial  drawings,  exploded  pic- 
torial assembly,  patent  drawings  and  specifications  are  required  as  a 
part  of  the  problem. 

Prerequisites:  T-DFT  205,  T-DFT  210. 

T-MEC  235  Hydraulics  and  Pneumatics  3 3 4 

The  basic  theories  of  hydraulic  and  pneumatic  systems.  Combinations  of 
systems  in  various  circuits.  Basic  designs  and  functions  of  circuits  and 
motors,  controls,  electrohydraulic  servomechanisms,  plumbing,  filtration, 
accumulators  and  reservoirs. 

Prerequisite:  T-PHY  102. 


ELECTIVES 

An  appropriate  list  of  electives  for  this  curriculum  is  shown  from 
which  the  institution  may  select  courses  to  complete  the  program  of 
study.  The  institution  has  the  prerogative  to  develop  new  courses  for 
the  electives  or  to  modify  courses  from  the  suggested  list  to  fulfill 
the  local  objectives.  It  is  suggested,  however,  that  technical  courses 
be  appropriate  to  the  major  area  of  study;  that  they  not  change  or 
alter  the  objectives  of  the  program  nor  create  a false  impression  of 
proficiency  in  an  area  either  related  or  foreign  to  the  major. 

Elective  courses  must  be  selected  from  an  associate  degree  course, 
or  new  courses  should  be  developed  at  a comparable  level.  The  insti- 
tution may  elect  to  require  certain  courses  or  may  let  the  student 
select  an  appropriate  course. 


DRAFTING  & DESIGN  ELECTIVES 

T-DFT  212  Jig  and  Fixture  Design  2 64 

Commercial  standards,  principles,  practices  and  tools  of  jig  and  fixture 
design.  Individual  project  and  design  work  to  acquaint  students  with 
the  types  of  jigs  and  fixtures  and  their  design. 

Prerequisites:  T-DFT  205,  T-DFT  211. 

T-ELN  201  Industrial  Controls  3 2 4 

Industrial  controls  is  the  study  of  modern  methods  of  controlling  ma- 
chinery by  electronic  circuitry.  Machinery  controls  and  electronic  mechan- 
isms that  automatically  operate  machines  will  be  studied.  Types  of  motors, 
generators,  control  signals  and  devices,  thyratrons,  gates,  switches,  and 
servomechanism  circuit  are  major  areas  of  study. 

Prerequisite:  T-PHY  103. 


Social  Science 
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COURSE  TITLE 


Hours 

Per  W eek 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-MEC  237  Control  Systems 

2 

4 

4 

Hydraulic,  pneumatic,  mechanical,  electrical  and  electronic  control  sys- 
tems and  components.  Basic  description,  analysis  and  explanation  of  oper- 
ation. Typical  performance  characteristics,  limitations  on  performance, 
accuracy,  applications  and  their  utilization  in  industrial  processes. 
Prerequisites:  T-PHY  103,  T-PHY  205. 

T-ISC  201  Industrial  Organization  and 

Management  3 3 0 

Organizational  structure  for  industrial  management;  operational  and 
financial  activities,  including  accounting,  budgeting,  banking  credit  and 
industrial  risk,  forecasting  of  markets,  selection  and  layout  of  physical 
facilities;  selection,  training  and  supervision  of  personnel  as  found  in 
typical  industrial  organization. 

Prerequisite: 


SOCIAL  SCIENCE  ELECTIVES 

T-SSC  201  Social  Science  I 3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

T-SSC  202  Social  Science  II  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economic,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 
Prerequisite:  T-SSC  201. 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feel- 
ings and  emotions  are  considered  with  particular  reference  to  on-the-job 
problems.  Other  topics  investigated  are:  employee  selection,  supervision, 
job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  per- 
sonal and  group  dynamics  so  that  the  student  may  learn  to  apply  the 
principles  of  mental  hygiene  to  his  adjustment  problems  as  a worker  and 
a member  of  the  general  community. 

Prerequisite:  None. 


T-ECO  102  Economics  3 0 3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  fhe  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 

T-SSC  205  American  Institutions  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course  dwells 
upon  current  local,  national,  and  global  problems  viewed  in  the  light 
of  our  political  and  economic  heritage. 

Prerequisites : 
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Social  Science 


COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None 
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ELECTRONIC  DATA 
PROCESSING  - BUSINESS 

INTRODUCTION 


Purpose  of  Curriculum 

The  processing  of  data  by  electronic  equipment  has  created  vast 
changes  in  business  and  industry.  Nowhere  are  these  changes  more 
apparent  than  in  the  occupations  associated  with  the  handling  of 
business  information.  Much  of  the  routine  and  time-consuming  work 
of  obtaining,  compiling  and  reporting  the  information  necessary  for  a 
business  to  operate  can  now  be  adapted  to  machine  processing. 

This  curriculum  is  designed  to  give  the  student  (1)  an  understand- 
ing of  the  principles  of  business  operation,  (2)  experience  with 
techniques  and  handling  business  data,  and  (3)  functional  competence 
in  the  application  of  data  processing  systems,  and  experience  in  com- 
puter programming  of  business  records  and  accounts,  inventory,  sales, 
and  income  and  expenditures  essential  to  business  and  to  management 
decisions. 

Emphasis  is  upon  business  data  processing  and  use  of  machines  in 
solving  business  problems. 

Job  Description 

The  business  data  processing  specialist  applies  currently  available 
programming  techniques  to  a defined  problem  with  minimum  super- 
vision. He  analyzes  and  defines  systems  requirements  to  develop  a 
program  for  electronic  data  processing;  conducts  detailed  analyses 
of  systems  requirements,  and  develops  all  levels  of  block  diagrams 
and  logical  flow  charts.  Translates  program  details  into  coded  instruc- 
tions; establishes  test  data;  tests,  refines,  and  revises  program  and 
documents  the  procedures.  Ascertains  if  other  combinations  of  instruc- 
tions would  achieve  greater  flexibility,  better  machine  utilization,  or 
more  dependable  results.  He  may  prepare  a complete  set  of  operating 
instructions  for  use  by  a console  operator;  on  occasion,  operates  the 
console  in  processing  program. 


ELECTRONIC  DATA  PROCESSING- 
COURSE  TITLE 

FIRST  QUARTER 

—BUSINESS 

Hours  Per  Week 
Class  Lab. 

Quarter 

Hours 

Credit 

T-ENG  101  Grammar 

3 

0 

3 

T-MAT  101  Technical  Mathematics 
T-MAT  121  Numbering  System  and 

5 

0 

5 

Boolean  Algebra 

4 

0 

4 

T-EDP  101  Functional  Wiring  Principles 
T-EDP  104  Introduction  to  Data  Processing 

2 

3* 

3 

Systems 

3 

2 

4 
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COURSE  TITLE 


Hours  Per  Week  Quarter 


SECOND  QUARTER 

Class 

Lab. 

Hours 

Credit 

T-ENG  102  Composition 

3 

0 

3 

T-MAT  102  Technical  Mathematics 

5 

0 

5 

T-EDP  106  Business  Programming 

2 

4 

4 

T-EDP  102  Functional  Wiring  Principles 

2 

3* 

3 

T-BUS  120  Accounting 

5 

2 

6 

17 

9 

21 

THIRD  QUARTER 

T-ENG  103  Report  Writing 

3 

0 

3 

T-EDP  108  Scientific  Programming 

2 

4 

4 

T-MAT  103  Technical  Mathematics 

5 

0 

5 

T-MAT  214  Statistics 

5 

0 

5 

15 

4 

17 

FOURTH  QUARTER 

T-ENG  204  Oral  Communication 

3 

0 

3 

T-EDP  202  Programming  System  Techniques 

3 

4 

5 

T-BUS  121  Accounting 

5 

2 

6 

T-BUS  110  Office  Machines 

2 

2 

3 

— 

— 

— 

13 

8 

17 

FIFTH  QUARTER 

Social  Science  Elective  3 

T-EDP  205  Linear  Programming  & Critical  Path 

0 

3 

Method 

2 

4 

4 

T-BUS  225  Cost  Accounting 

3 

2 

4 

T-BUS  115  Business  Law 

3 

0 

3 

T-BUS  235  Business  Management 

3 

0 

3 

14 

6 

17 

SIXTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

T-EDP  216  Research  Project 

1 

8 

5 

T-BUS  116  Business  Law 

3 

0 

3 

Elective 

6 

0 

6 

13 

8 

17 
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COURSE  TITLE 

FIRST  QUARTER 
T-ENG  101  Grammar 


Honrs  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

3 0 3 


Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  stu- 
dents in  applying  the  basic  principles  of  English  grammar  in  their 
day-to-day.  Situations  in  industry  and  social  life. 

Prerequisite:  None. 


T-MAT  101  Technical  Mathematics  5 0 5 

The  real  number  system  is  developed  as  an  extension  of  natural  num- 
bers. Number  systems  of  various  bases  are  introduced.  Fundamental 
algebraic  operations,  the  rectangular  coordinate  system,  as  well  as  funda- 
mental trigonometric  concepts  and  operations  are  introduced.  The  appli- 
cation of  these  principles  to  practical  problems  is  stressed. 

Prerequisite:  Satisfactory  evidence  that  admission  requirements  have 
been  met. 


T-MAT  121  Numbering  System  and  Boolean 

Algebra  404 

A cursory  treatment  of  the  base-ten  numbering  system;  functional  intro- 
duction to  numbering  systems  with  bases  other  than  10,  transformation 
from  one  system  to  another;  fundamental  operation  in  systems  other  than 
the  decimal;  a detailed  study  of  the  binary  system  in  relation  to  machine 
calculations;  principles  of  Boolean  Algebra  and  its  contribution  to  digital 
devices  and  data  processing. 

Prerequisite:  None. 

T-EDP  101  Functional  Wiring  Principles  2 3 3 

The  fundamental  principles  of  wiring  necessary  to  perform  basic  machine 
functions  of  printing,  punching,  comparing  and  selection.  A series  of 
laboratory  experiments  support  the  theoretical  aspects  of  this  course. 
Prerequisite.  None 

T-EDP  104  Introduction  to  Data  Processing 

Systems  3 2 4 

Fundamental  concepts  and  operational  principles  of  data  processing 
systems,  as  an  aid  in  developing  a basic  knowledge  of  computers,  pre- 
requisite to  the  detail  study  of  particular  computer  problems.  This  course 
is  a prerequisite  for  all  programming  courses. 

Prerequisite:  None. 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

Prerequisite:  T-ENG  101. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-MAT  102  Technical  Mathematics  5 0 5 

A continuation  of  T-MAT  101.  Advanced  algebraic  and  trigonometric 
topics  including  quadratics,  logarithms,  determinants,  progressions,  the 
binomial  expansion,  complex  numbers,  solution  of  oblique  triangles  and 
graphs  of  the  trigonometric  functions  are  studied  in  depth. 
Prerequisite:  T-MAT  101. 

T-EDP  106  Business  Programming  2 4 4 

The  effective  use  of  data  processing  equipment  in  meeting  the  information 
needs  of  business;  utilizing  the  symbolic  programming  system  as  a tool 
in  the  solution  of  problems.  The  scope  of  the  problems  developed  will 
vary  from  a modest  payroll  procedure  to  the  total  information  retrieval 
for  a large  and  complex  business. 

Prerequisites:  T-EDP  101,  T-MAT  101,  T-EDP  104. 

T-EDP  102  Functional  Wiring  Principles  2 3 3 

Additional  study  of  the  fundamental  principles  of  wiring  necessary  to 
perform  basic  machine  functions  of  printing,  punching,  comparing  and 
selection  with  emphasis  on  the  accounting  machine.  A series  of  laboratory 
experiments  support  the  theoretical  aspects  of  this  course. 

Prerequisite:  T-EDP  101. 

T-BUS  120  Accounting  5 2 6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  re- 
porting information  about  service  and  mercantile  enterprises,  to  include 
practical  application  of  the  principles  learned. 

Prerequisite:  T-MAT  110. 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the 
organization  and  techniques  of  modern  report  writing.  Exercises  in  de- 
veloping typical  reports,  using  writing  techniques  and  graphic  devices 
are  completed  by  the  students.  Practical  application  in  the  preparation 
of  a full-length  report  is  required  of  each  student  at  the  end  of  the 
term.  This  report  must  have  to  do  with  something  in  his  chosen  cur- 
riculum. 

Prerequisite:  T-ENG  102. 

T-EDP  108  Scientific  Programming  2 4 4 

Designed  to  provide  the  student  with  sufficient  knowledge  of  programming 
concepts  so  that  he  may  easily  master  any  specific  system  with  a minimum 
of  instruction.  The  student  will  analyze,  evaluate  and  make  minor  pro- 
gram modifications.  (Specific  systems  are  treated  in  detail  so  that  the 
student  may  learn  advanced  programming  and  logical  decision  making 
techniques  as  applied  in  sophisticated  systems.) 

Prerequisites:  T-EDP  106,  T-MAT  102 

T-MAT  103  Technical  Mathematics  5 0 5 

The  fundamental  concepts  of  analytical  geometry,  differential  and  integral 
calculus  are  introduced.  Topics  included  are  graphing  techniques,  geomet- 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

ric  and  algebraic  interpretation  of  the  derivative,  differentials,  rate  of 
change,  the  integral  and  basic  integration  techniques.  Applications  of 
these  concepts  to  practical  situations  are  stressed. 

Prerequisite:  T-MAT  102. 

T-MAT  214  Statistics  5 0 5 

The  theory  of  statistics  and  its  application  in  modern  business.  Kinds 
or  regularity  that  exist  among  random  fluctuations.  Experience  in  as- 
sociating and  using  mathematical  models  to  interpret  physical  phenomena 
and  predicting  the  outcomes  of  experiments  related  to  practical  business 
problems. 

Prerequisite:  T-MAT  102. 

FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to  en- 
able the  student  to  communicate  with  others.  Emphasis  is  placed  on 
the  speaker’s  attitude.  Improving  diction,  voice,  and  the  application  of 
particular  techniques  of  theory  to  correct  speaking  habits  and  to  pro- 
duce effective  oral  presentation.  Particular  attention  given  to  conducting 
meetings,  conferences,  and  interviews. 

Prerequisite:  T-ENG  101. 

T-EDP  202  Programming  System  Techniques  3 4 5 

The  student  will  investigate  the  functions  and  capabilities  of  different 
data  processing  machines  and  will  become  familiar  with  some  of  the 
procedures  necessary  for  programming  objectives.  Programming  drills, 
exercises,  and  case  studies  will  add  the  realism  of  processing  data  to 
theoretical  knowledge. 

Prerequisites:  T-EDP  102,  T-EDP  104,  T-EDP  108. 

T-BUS  121  Accounting  5 2 6 

Partnership  and  corporation  accounting  including  a study  of  payrolls, 
federal  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summariz- 
ing and  interpreting  data  for  management  control  rather  than  on  book- 
keeping skills.  Accounting  services  are  shown  as  they  contribute  to  the 
recognition  and  solution  of  management  problems. 

Prerequisite:  None. 

T-BUS  110  Office  Machines  2 2 3 

A general  survey  of  the  business  and  office  machines.  Students  will  re- 
ceive training  in  techniques,  processes,  operation  and  application  of  the 
ten-key  adding  machines,  full  keyboard  adding  machines,  and  calculator. 
Prerequisite:  None 


FIFTH  QUARTER 

T-EDP  205  Linear  Programming  and  Critical 

Path  Method  2 4 4 

Lecture  and  case  problems  encompassing  the  scope  and  potential  of 
using  mathematical  programming  with  computers  to  increase  industrial 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

efficiency.  This  course  presents  the  network  technique  of  management 
planning,  scheduling  and  control.  Basic  rules  of  network  planning  are 
presented  with  laboratory  assignments  designed  to  implement  the 
theoretical  aspects  of  Critical  Path  Methods  (CPM) 

Prerequisites:  T-EDP  108,  T-MAT  103,  T-EDP  202. 

T-BUS  225  Cost  Accounting  3 2 4 

Nature  and  purposes  of  cost  accounting;  accounting  for  direct  labor, 
materials,  and  factory  burden;  job  cost,  and  standard  cost  principles 
and  procedures;  selling  and  distribution  cost;  budgets,  and  executive 
use  of  cost  figures. 

Prerequisite:  T-BUS  121 

T-BUS  115  Business  Law  3 0 3 

A general  course  designed  to  acquaint  the  student  with  certain  funda- 
mentals and  principles  of  business  law,  including  contracts,  negotiable 
instruments,  and  agencies. 

Prerequisite:  None 

T-BUS  235  Business  Management  3 0 3 

Principles  of  business  management  including  overview  of  major  functions 
of  management,  such  as  planning,  staffing,  controlling,  directions,  and 
financing.  Clarification  of  the  decision-making  function  versus  the  operat- 
ing function.  Role  of  management  in  business — qualifications  and  require- 
ments. 

Prerequisite:  None 


SIXTH  QUARTER 

T-EDP  216  Research  Project  18  5 

Individual  assignments  of  a carefully  selected  project  will  be  the  work 
of  the  student  during  this  quarter.  It  will  give  the  student  an  oppor- 
tunity to  initiate  and  carry  out  a project  taken  from  outside  the  school. 
This  course  places  the  responsibility  upon  the  student  to  solve  a signifi- 
cant problem  with  a minimum  of  assistance  from  the  instructor. 
Prerequisite:  T-EDP  205. 

T-BUS  116  Business  Law  3 0 3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing, 
partnership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  T-BUS  115. 


ELECTIVES 

ELECTRONIC  DATA  PROCESSING— BUSINESS 

T-MAT  215  Statistics  5 0 5 

Practical  experiences  in  the  statistical  solution  of  business  problems 
through  the  use  of  computers.  Methods  of  organizing,  presenting  and 
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COURSE  TITLE 


interpreting  data. 
Prerequisite:  T-MAT  214. 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

T-EDP  219  Systems  and  Procedures 

3 

4 

5 

A study  of  the  problems  of  system  design  and  installation.  Systems  used 
in  various  type  businesses  are  studied  and  discussed.  Actual  practice  is 
given  in  evaluation  of  existing  business  systems  directed  toward  the 
feasibility  of  computer  applications. 

Prerequisites:  T-EDP  108,  T-BUS  121. 

T-EDP  211  Procedures  and  Techniques  of 

Automated  Design  4 4 6 

Designed  to  acquaint  the  student  with  existing  techniques  used  to  evaluate, 
modify  and  determine  the  existing  relationships  between  isolated  events 
and  realization  of  the  objective  function.  CPM,  PERT,  PEP  and  COGO 
are  discusssed  in  great  detail,  and  new  concepts  and  procedures  are 
hypothesized  and  developed. 

Prerequisites:  T-MAT  214,  T-BUS  225,  T-EDP  108,  T-EDP  205. 

T-EDP  208  Advance  Programming 

Techniques  2 6 5 

Detail  analysis  and  study  of  computer  software,  mathematical  model- 
ing, simulation,  and  game  theory.  Designed  to  present  an  overview  of  the 
more  complex  computer  applications  which  have  been  designed  to  fa- 
cilitate decision  making. 

Prerequisites:  T-EDP  108,  T-EDP  205. 


SOCIAL  SCIENCE  ELECTIVES 


T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields 
of  anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings, 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob- 
lems. Other  topics  investigated  are:  employee  selection,  supervision,  job 
satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal 
and  group  dynamics  so  that  the  student  may  learn  to  apply  the  prin- 
ciples of  mental  hygiene  to  his  adjustment  problems  as  a worker  and 
a member  of  the  general  community. 

Prerequisite:  None 
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COURSE  TITLE 

Hours 

Per  Week 

Quarter 

Class 

Lab. 

Hours 

Credit 

T-ECO  102  Economics 

3 

0 

3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 

T-SSC  205  American  Institution  3 0 5 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite:  None 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basis  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None. 
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ELECTRONICS 


INTRODUCTION 


Purpose  of  Curriculum 

The  field  of  electronics  has  developed  at  a rapid  pace  since  the 
turn  of  the  century.  For  many  years  the  major  concern  of  electronics 
was  in  the  area  of  communications.  Developments  during-  World  War 
II  and  in  the  period  since  have  revolutionized  production  techniques. 
New  industries  have  been  established  to  supplement  the  need  and 
demand  for  electronics  equipment. 

Many  opportunities  exist  for  men  and  women  with  a technical  edu- 
cation in  electronics.  This  curriculum  provides  a basic  background  in 
electronic  related  theory  with  practical  applications  of  electronics  for 
business  and  industry.  Courses  are  designed  to  develop  competent 
electronics  technicians  who  may  take  their  place  as  an  assistant  to  an 
engineer,  or  as  a liaison  between  the  engineer  and  the  skilled  crafts- 
man. 

Job  Description 

The  electronics  technician  may  start  in  one  or  more  of  the  follow- 
ing areas:  research,  design,  development,  production,  maintenance 
or  sales.  He  may  be  an  assistant  to  an  engineer,  an  engineering  aide, 
laboratory  technician,  supervisor  or  equipment  specialist.  His  train- 
ing is  similar  to  that  of  an  engineer,  but  in  less  depth  and  more 
practical  in  application.  He  can  function  as  a liaison  between  an  engi- 
neer and  the  skilled  craftsman. 


ELECTRONICS 


COURSE  TITLE 


Hoars  Per  Week  Quarter 


Honrs 

Class  Lab.  Credit 


FIRST  QUARTER 

T-ENG  101  Grammar 

T-MAT  101  Technical  Mathematics 

T-PHY  101  Physics:  Properties  of  Matter 

T-DFT  101  Technical  Drafting 

T-ELC  101  Fundamentals  of  Electricity 


3 0 3 

5 0 5 

3 2 4 

0 6*  2 

4 4 or  6*  6 


15  12  or  14  20 


SECOND  QUARTER 

T-ENG  102  Composition 

T-MAT  102  Technical  Mathematics 

T-PHY  102  Physics:  Work,  Energy,  Power 

T-DFT  102  Technical  Drafting 

T-ELC  102  Fundamentals  of  Electricity 


3 0 3 

5 0 5 

3 2 4 

0 6*  2 

4 4 or  6*  6 


15  12  or  14  20 
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COURSE  TITLE 


Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 


THIRD  QUARTER 

T-ENG 

103  Report  Writing 

3 

0 

3 

T-MAT 

103  Technical  Mathematics 

5 

0 

5 

T-ELN 

101  Electronic  Instruments 

and  Measurements 

5 

4 

or 

6* 

7 

T-ELN 

105  Control  Devices 

5 

4 

or 

6* 

7 

14 

8 

or 

12 

18 

FOURTH  QUARTER 

T-ENG 

204  Oral  Communication 

3 

0 

3 

T-MAT 

201  Technical  Mathematics 

5 

0 

5 

T-PHY 

104  Physics:  Light  and  Sound 

3 

2 

4 

T-ELN 

205  Applications  of  Vacuum  Tubes 

and  Transistors 

5 

4 

or 

6* 

7 

16 

6 

or 

8 

19 

FIFTH 

QUARTER 

Social  Science  Elective 

3 

0 

3 

T-ELN 

210  Semiconductor  Circuit  Analysis 

5 

2 

or 

3* 

6 

T-ELN 

214  Wave  Shaping  and  Pulse  Circuits 

2 

2 

or 

3* 

3 

Elective 

3 

10 

4 

or 

6 

15 

SIXTH 

QUARTER 

Social  Science  Elective 

3 

0 

3 

T-ELN 

215  Wave  Shaping  and  Pulse  Circuits 

2 

2 

or 

3* 

3 

T-ELN 

220  Electronic  Systems 

5 

4 

or 

6* 

7 

3 

10 

6 

or 

9 

16 

ELECTRONICS 


Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

FIRST  QUARTER 

T-ENG  101  Grammar  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  stu- 
dents in  applying  the  basic  principles  of  English  grammar  in  their  day- 
to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 


“Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-MAT  101  Technical  Mathematics  5 0 5 

The  real  number  system  is  developed  as  an  extension  of  natural  numbers. 
Number  systems  of  various  bases  are  introduced.  Fundamental  algebraic 
operations,  the  rectangular  coordinate  system,  as  well  as  fundamental 
trigonometric  concepts  and  operations  are  introduced.  The  application  of 
these  principles  to  practical  problems  is  stressed. 

Prerequisite:  Satisfactory  evidence  that  admission  requirements  have 
been  met. 

T-PHY  101  Physics:  Properties  of  Matter  3 2 4 

A fundamental  course  covering  several  basic  principles  of  physics.  The 
divisions  included  are  solids  and  their  characteristics,  liquids  at  rest 
and  in  motion,  gas  laws  and  applications.  Laboratory  experiments  and 
specialized  problems  dealing  with  these  topics  are  part  of  this  course. 
Prerequisite:  None. 

T-DFT  101  Technical  Drafting  0 6 2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  drawing 
principles  and  practices  for  print  reading  and  describing  objects  in  the 
graphic  language.  Basic  skills  and  techniques  of  drafting  included  are: 
use  of  drafting  equipment,  lettering,  freehand  orthographic  and  pictorial 
sketching,  geometric  construction,  orthographic  instrument  drawing  of 
principal  views,  and  standards  and  practices  of  dimensioning.  The 
principles  of  isometric,  oblique,  and  perspective  are  introduced. 
Prerequisite:  None 

T-ELC  101  Fundamentals  of  Electricity  4 4 or  6 6 

Elementary  principles  of  electricity  including:  basic  electric  units,  Ohms 
law,  Kirchhoffs  law,  network  theorems,  magnetics,  basic  electrical  measur- 
ing instruments,  inductance,  capacitance,  sine  wave  analysis,  and  non- 
resonant resistive,  inductive  and  capacitive  networks. 

Prerequisite:  None 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

Prerequisite:  T-ENG  101. 

T-MAT  102  Technical  Mathematics  5 0 5 

A continuation  of  T-MAT  101.  Advanced  algebraic  and  trigonometric 
topics  including  quadractics,  logarithms,  determinants,  progressions,  the 
binominal  expansion,  complex  numbers,  solution  of  oblique  triangles  and 
graphs  of  the  trigonometric  functions  are  studied  in  depth. 

Prerequisite:  T-MAT  101. 

T-PHY  102  Physics:  Work,  Energy,  Power  3 2 4 

Major  areas  covered  in  this  course  are  work,  energy,  and  power.  Instruc- 
tion includes  such  topics  as  statics,  forces,  center  of  gravity  and  dy- 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

namics.  Units  of  measurement  and  their  applications  are  a vital  part 
of  this  course.  A practical  approach  is  used  in  teaching  students  the  use 
of  essential  mathematical  formulas. 

Prerequisite:  T-MAT  101,  T-PHY  101. 

T-DFT  102  Technical  Drafting  0 6 2 

The  application  of  orthographic  projection  principles  to  the  more  com- 
plex drafting  problems,  primary  and  secondary  auxiliary  views,  simple 
and  successive  revolutions,  and  sections  and  conventions  will  be  studied. 
Most  important  is  the  introduction  of  the  graphical  analysis  of  space 
problems.  Problems  of  practical  design  elements  involving  points,  lines, 
planes,  and  a combination  of  these  elements  shall  be  studied.  Dimension- 
ing practices  for  “details”  and  “working  drawings,”  approved  by  the 
American  Standards  Association  will  also  be  included.  Introduction  is 
given  to  intersections  and  developments  of  various  types  of  geometrical 
objects. 

Prerequisite:  T-DFT  101. 

T-ELC  102  Fundamentals  of  Electricity  4 4 or  6 6 

Series  and  parallel  resonant-circuit  analysis,  resonant  and  non-resonant 
transformer  analysis,  basic  diode  power  supply  analysis,  introduction 
to  non-linear  resistive  control  devices,  and  introduction  to  electro- 
mechanical devices. 

Prerequisite:  T-ELC  101. 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  untilized  as  a background  for  the 
organization  and  techniques  of  modern  report  writing.  Exercises  in 
developing  typical  reports,  using  writing  techniques  and  graphic  devices 
are  completed  by  the  students.  Practical  application  in  the  preparation 
of  a full-length  report  is  required  of  each  student  at  the  end  of  the 
term.  This  report  must  have  to  do  with  something  in  his  chosen  curriculum. 
Prerequisite:  T-ENG  102 

T-MAT  103  Technical  Mathematics  5 0 5 

The  fundamental  concepts  of  analytical  geometry,  differential  and 
integral  calculus  are  introduced.  Topics  included  are  graphing  tech- 
niques, geometric  and  algebraic  interpretation  of  the  derivative,  dif- 
ferentials, rate  of  change,  the  integral  and  basic  integration  techniques. 
Applications  of  these  concepts  to  practical  situations  are  stressed. 
Prerequisite:  T-MAT  102. 

T-ELN  101  Electronic  Instruments  and 

Measurements  1 4 or  6 3 

A study  of  basic  electronic  instruments,  their  theory  of  operation, 
function,  tolerances,  and  calibration.  Both  service  and  laboratory  instru- 
ments will  be  studied.  Laboratory  experience  will  provide  application  of 
each  type  instrument  studied. 

Prerequisite:  T-ELC  102. 
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COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-ELN  105  Control  Devices 

5 

4 or  6 

7 

A study  in  depth  of  the  electrical  characteristics  of  vacuum  tubes  and 
transistors.  Basic  parameters  and  applications  of  each  type  device  to 
the  three  configurations  of  a three  terminal  two  port  system  will  be 
included. 

Prerequisite:  T-ELC  102. 


FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to 
enable  the  student  to  communicate  with  others.  Emphasis  is  placed  on  the 
speaker’s  attitude,  improving  diction,  voice,  and  the  application  of  par- 
ticular techniques  of  theory  to  correct  speaking  habits  and  to  produce 
effective  oral  presentation.  Particular  attention  given  to  conducting  meet- 
ings, conferences,  and  interviews. 

Prerequisite:  T-ENG  101. 

T-MAT  201  Technical  Mathematics  5 0 5 

A continuation  of  T-MAT  103.  More  advanced  concepts  of  differentiation 
and  integration  are  considered.  Included  are  graphs  and  derivatives  of 
the  trigonometric  functions,  exponential  and  logarithmic  differentiation 
and  integration,  advanced  integration  techniques,  polar  equations,  para- 
metric equations,  and  Fourier  series. 

Prerequisite:  T-MAT  103. 

T-PHY  104  Physics:  Light  and  Sound  3 2 4 

A survey  of  the  concepts  involving  wave  motion  leads  to  a study  of 
sound,  its  generation,  transmission  and  detection.  The  principles  of  wave 
motion  also  serve  as  an  introduction  to  a study  of  light,  illumination 
and  the  principles  involved  in  optical  instruments.  Application  is  stressed 
throughout.  Prerequisite:  T-MAT  101,  T-PHY  101. 

T-ELN  205  Applications  of  Vacuum  Tubes  and  Transistors 

5 4 or  6 7 

Practical  applications  of  vacuum  tubes  and  transistors  to  basic  audio 
amplifiers,  radio  frequency  amplifiers,  detectors,  modulators  and  oscil- 
lators 

Prerequisite:  T-ELN  105. 


FIFTH  QUARTER 

T-ELN  210  Semiconductor  Circuit  Analysis  5 2 or  3 6 

A study  in  some  depth  of  the  analysis  and  design  of  transistor  circuits. 
Network  theorems  and  equivalent  circuits  are  used  extensively  in 
evaluating  total  circuit  performances.  Device  peculiarities  and  limi- 
tations pertinent  to  reliable  operations  are  considered.  H.  Y.  Z.  and  T. 
parameters  are  employed  as  well  as  signal-flow  graphs. 

Prerequisites:  T-ELN  105,  T-MAT  103 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-ELN  214  Wave  Shaping  and  Pulse  Circuits  2 2 or  3 3 

Broadband  amplifiers,  magnetic  amplifiers,  multivibrators,  wave  shap- 
ing techniques,  chopper  amplifiers,  clipper  and  clamper  circuits. 
Prerequisites:  T-ELN  105,  T-MAT  103. 


SIXTH  QUARTER 

T-ELN  215  Wave  Shaping  and  Pulse 

Circuits  2 2 or  3 3 

Pulse  techniques,  diode  switches,  gates,  step-counters,  restorers  and 
other  specific  circuits  which  function  as  switches. 

Prerequisite:  T-ELN  214. 

T-ELN  220  Electronic  Systems  5 4 or  6 7 

A block  diagram  course  investigating  numerous  electronic  systems. 
Modules  or  blocks  of  various  circuits  already  studied  are  arranged  in 
various  manners  to  produce  complex  electronic  systems.  Systems  will  be 
explained  and  reduced  to  functions  and  then  to  block  diagrams.  AM,  FM, 
and  Single  Sideband  transmitters  and  receivers,  multiplexing,  TV  trans- 
mitters and  receivers,  pulse-modulated  systems,  computers,  telemetry, 
navigational  systems,  sonar  and  radar  will  be  considered. 

Corequisite:  T-ELN  215. 


ELECTRONICS  ELECTIVES 


T-ELN  225  Transmission  and  Propagation  3 0 3 

An  introduction  to  the  electromagnetic  radiation,  principles  of  antenna, 
radiation  patterns  and  field  strength.  The  characteristics  and  use  of 
transmission  lines  in  radio  frequency  application.  Factors  involved  in 
propagation,  ground  waves,  reflections,  sky  waves,  atmospheric  effects, 
ionosphere,  fading,  noise,  static,  wire  radiators,  directive  gain,  effect  of 
ground,  impedence,  antenna  systems  and  arrays. 

Prerequisite:  T-ELN  105. 

Corequisite:  T-ELN  205. 

T-ELN  227  UHF  AND  MICROWAVE  SYSTEMS  5 4 7 

A study  of  UHF  and  VHF  components,  circuits,  and  measurement  tech- 
niques. The  use  of  distributed  constant  elements,  waveguides  and  coaxial 
cables,  microwave  links,  high  frequency  oscillators,  magnetrons,  klystrons, 
traveling  wave  tubes.  An  introduction  to  the  use  of  the  Smith  Chart. 
Prerequisite:  T-ELN  225 

T-ELN  240  Digital  Computers  3 0 3 

An  exploration  into  the  methodology  of  counting  and  computing. 
Various  computer  techniques  will  be  investigated  including:  non-sinus- 
oidal  waveforms,  binary  and  decade  counters,  industrial  counters,  read- 
out devices,  logic  circuits,  arithmetic  circuits,  storage  devices,  input- 
output  devices,  computer  control,  analog  and  digital  converters. 
Prerequisite:  T-ELN  214. 
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COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-ELN  245  Electronics  Design  Project 

0 

4 

2 

Students  are  required  to  design  and  construct  a project  approved  by  the 
instructor.  Includes  selection  of  project,  design,  construction,  and  testing 
of  completed  project.  Projects  may  include:  AM  or  FM  transmitters  or 
receivers,  amplifiers,  test  equipment,  control  devices,  simple  counters, 
lasers,  masers,  etc. 

Prerequisite:  T-ELN  205 

T-EDP  104  Introduction  to  Electronic  Data  Processing  Systems 

3 2 4 

A study  of  the  fundamental  concepts  and  operational  principles  of  data 
processing  system.  They  are  presented  as  an  aid  in  developing  a basic 
knowledge  of  computers  as  a prerequisite  to  the  detail  study  of  a par- 
ticular system.  This  course  also  provides  a general  knowledge  of  comput- 
ing systems  and  is  a prerequisite  for  all  programming  courses. 
Prerequisite:  None 

T-MAT  208  Calculus  and  Laplace  Transforms 

for  Electronics  5 0 5 

An  investigation  of  the  methods  of  calculus  which  are  of  the  most  direct 
use  in  the  study  of  electronic  circuits.  Introduction  to  selected  topics 
from  differential  equations  and  Laplace  transforms  and  applications  of 
these  methods  to  the  solution  of  electronic  circut  problems. 

Prerequisite:  T-MAT  201. 

Corequisite:  T-ELN  214. 

T-MEC  110  Fundamental  Mechanisms  2 4 4 

A study  of  the  purpose  and  actions  of  cams,  cables,  gear  trains,  dif- 
ferentials, screws,  belts,  pulleys,  shafts,  levers,  and  other  mechanical 
devices  used  to  transmit  or  control  signals. 

Prerequisite:  T-PHY  102. 


SOCIAL  SCIENCS  ELECTIVES 

T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feel- 
ings, and  emotions  are  considered  with  particular  reference  to  on-the- 
job  problems.  Other  topics  investigated  are:  employee  selection,  super- 
vision, job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

to  personal  and  group  dynamics  so  that  the  student  may  learn  to  apply 
the  principles  of  mental  hygiene  to  his  adjustment  problems  as  a 
worker  and  a member  of  the  general  community. 

Prerequisite:  None 

T-ECO  102  Economics  3 0 3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the  laws 
of  supply  and  demand  and  the  principles  bearing  upon  production,  ex- 
change, distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None. 

T-SSC  205  American  Institutions  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite:  None 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure, 
powers,  procedures  and  problems. 

Prerequisite:  None 
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MANUFACTURING  TECHNOLOGY 


INTRODUCTION 


Purpose  of  Curriculum 

A primary  objective  of  this  curriculum  is  the  education  of  personnel 
to  assist  the  engineer  or  small  industry  in  planning,  tooling,  operating, 
servicing,  and  supervising  manufacturing  operations.  Practically  every 
branch  of  manufacturing  and  much  research  and  design  make  use  of 
the  mechanical  principles  presented  in  this  curriculum.  With  the  in- 
creasing importance  of  automated  production,  quality  control,  and 
production  scheduling  techniques,  the  position  of  the  technician  in  this 
field  has  become  of  primary  importance.  This  curriculum  provides 
basic  background  of  mechanical  and  related  theory  with  specific  skills 
in  the  use  of  manufacturing  and  testing  equipment.  The  students  are 
given  experience  in  operating  and  servicing  machines  accompanied  by 
general  education  and  management  courses. 

Job  Description 

A graduate  of  this  program  may  qualify  for  an  entry  position  in  one 
of  several  manufacturing  functions.  Methods  analysis,  production 
scheduling,  quality  control,  materials  testing,  plant  layout,  time  study, 
machine  tooling,  maintenance,  equipment  and  instrument  work  are 
typical  of  situations  where  the  graduate  may  be  able  to  function  with 
a minimum  of  on-the-job  training. 
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COURSE  TITLE 


Hours  Per  Week  Quarter 


Hours 


Class  Lab.  Credit 


T-ENG  101  Grammar 

T-MAT  101  Technical  Mathematics 

T-PHY  101  Physics:  Properties  of  Matter 

T-DFT  101  Technical  Drafting 

T-MEC  101  Machine  Processes 


3 0 3 

5 0 5 

3 2 4 

0 6*  2 

0 6*  2 


11 


14 


16 


SECOND  QUARTER 

T-ENG  102  Composition 

T-MAT  102  Technical  Mathematics 

T-PHY  102  Physics:  Work,  Energy,  Power 

T-DFT  102  Technical  Drafting 

T-MEC  102  Machine  Processes 


3 

5 

3 

0 

0 


0 3 

0 5 

2 4 

6*  2 

6*  2 


11 


14 


16 
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COURSE  TITLE 


THIRD  QUARTER 
T-ENG  103  Report  Writing 
T-MAT  103  Technical  Mathematics 
T-PHY  103  Physics:  Electricity 
T-PHY  106  Applied  Mechanics 
T-MEC  103  Machine  Processes 


Hours  Per  Week  Quarter 


Class 

Lab. 

Hours 

Credit 

3 

0 

3 

5 

0 

5 

3 

2 

4 

5 

0 

5 

0 

6* 

2 

FOURTH  QUARTER 
T-ENG  204  Oral  Communication 
T-MEC  205  Strength  of  Materials 
T-MEC  210  Physical  Metallurgy 
T-MEC  213  Production  Planning 
T-MEC  201  Machine  Processes 


16  8 19 

3 0 3 

3 2 4 

3 3*  4 

3 3*  4 

2 6*  4 


FIFTH  QUARTER 

Social  Science  Elective 
T-MEC  211  Physical  Metallurgy 
T-DFT  211  Mechanisms 
T-ISC  202  Quality  Control 
Elective 


14  14  19 

3 0 3 

3 3*  4 

3 2 4 

3 2 4 

4 


SIXTH  QUARTER 

Social  Science  Elective 
T-ISC  203  Motion  Study 
T-MEC  235  Hydraulics  and  Pneumatics 
Elective 
Elective 


12  7 19 

3 0 3 

3 2 4 

3 3*  4 

4 
4 

9 5 19 


* “Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 


MANUFACTURING  TECHNOLOGY 
COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

FIRST  QUARTER 

Class 

Lab. 

Credit 

T-ENG  101  Grammar 

3 

0 

3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  stu- 
dents in  applying  the  basic  principles  of  English  grammar  in  their  day- 
to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 
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COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-MAT  101  Technical  Mathematics 

5 

0 

5 

The  real  number  system  is  developed  as  an  extension  of  natural  num- 
bers. Number  systems  of  various  bases  are  introduced.  Fundamental 
algebraic  operations,  the  rectangular  coordinate  system,  as  well  as 
fundamental  trigonometric  concepts  and  operations  are  introduced.  The 
application  of  these  principles  to  practical  problems  is  stressed. 
Prerequisite:  Satisfactory  evidence  that  admission  requirements  have 
been  met. 


T-PHY  101  Physics:  Properties  of  Matter  3 2 4 

A fundamental  course  covering  several  basic  principles  of  physics.  The 
divisions  included  are  solids  and  their  characteristics,  liquids  at  rest  and 
in  motion,  gas  laws  and  applications.  Laboratory  experiments  and 
specialized  problems  dealing  with  these  topics  are  part  of  this  course. 
Prerequisite:  None 


T-DFT  101  Technical  Drafting  0 6 2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  draw- 
ing principles  and  practices  for  print  reading  and  describing  objects 
in  the  graphic  language.  Basic  skills  and  techniques  of  drafting  in- 
cluded are:  use  of  drafting  equipment,  lettering,  freehand  orthographic 
and  pictorial  sketching,  geometric  construction,  orthographic  instrument 
drawing  of  principal  views,  and  standards  and  practices  of  dimension- 
ing. The  principles  of  isometric,  oblique,  and  perspective  are  introduced. 
Prerequisite:  None 


T-MEC  101  Machine  Processes  0 6 2 

An  introductory  course  designed  to  acquaint  the  student  with  basic  hand 
tools,  safety  procedures  and  machine  processes  of  our  modern  industry. 
It  will  include  a study  of  measuring  instruments,  characteristics  of  metals 
and  cutting  tools.  The  student  will  become  familiar  with  the  lathe  family 
of  machine  tools  by  performing  selected  operations  such  as  turning, 
facing,  threading,  drilling,  boring,  and  reaming. 

Prerequisite:  None 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

Prerequisite:  T-ENG  101. 


T-MAT  102  Technical  Mathematics  5 0 5 

A continuation  of  T-MAT  101.  Advanced  algebraic  and  trigonometric 
topics  including  quadratics,  logarithms,  determinants,  progressions,  the 
binomial  expansion,  complex  numbers,  solution  of  oblique  triangles  and 
graphs  of  the  trigonometric  functions  are  studied  in  depth. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-PHY  102  Physics:  Work,  Energy,  Power  3 2 4 

Major  areas  covered  in  this  course  are  work,  energy,  and  power.  In- 
struction includes  such  topics  as  statics,  forces,  center  of  gravity  and 
dynamics.  Units  of  measurement  and  their  applications  are  a vital 
part  of  this  course.  A practical  approach  is  used  in  teaching  students 
the  use  of  essential  mathematical  formulas. 

Prerequisites:  T-MAT  101,  T-PHY  101. 

T-DFT  102  Technical  Drafting  0 6 2 

The  application  of  orthographic  projection  principles  to  the  more  com- 
plex drafting  problems,  primary  and  secondary  auxiliary  views,  simple 
and  successive  revolutions,  and  sections  and  conventions  will  be  studied. 
Most  important  is  the  introduction  of  the  graphical  analysis  of  space 
problems.  Problems  of  practical  design  elements  involving  points,  lines, 
planes,  and  a combination  of  these  elements  shall  be  studied.  Dimen- 
sioning practices  for  “details”  and  “working  drawings,”  approved  by 
the  American  Standards  Association  will  also  be  included.  Introduction 
is  given  to  intersections  and  developments  of  various  types  of  geometrical 
objects. 

Prerequisite:  T-DFT  101. 

T-MEC  102  Machine  Processes  0 6 2 

Advanced  operations  on  lathe,  drilling,  boring  and  reaming  machines. 
Milling  machine  theory  and  practice.  Thorough  study  of  the  types  of 
milling  machines,  cutters,  jig  and  fixture  devices,  and  the  accessories 
used  in  a modern  industrial  plant.  Safety  in  the  operational  shop  is 

Prerequisite:  T-MEC  101. 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the  organ- 
ization and  techniques  of  modern  report  writing.  Exercises  in  develop- 
ing typical  reports,  using  writing  techniques  and  graphic  devices  are 
completed  by  the  students.  Practical  application  in  the  preparation  of 
a full-length  report  is  required  of  each  student  at  the  end  of  the  term. 
This  report  must  have  to  do  with  something  in  his  chosen  curriculum. 
Prerequisite:  T-ENG  102 

T-MAT  103  Technical  Mathematics  5 0 5 

The  fundamental  concepts  of  analytical  geometry,  differential  and  integral 
calculus  are  introduced.  Topics  included  are  graphing  techniques,  geo- 
metric and  algebraic  interpretation  of  the  derivative,  differentials,  rate 
of  change,  the  integral  and  basic  integration  techniques.  Applications  of 
these  concepts  to  practical  situations  are  stressed. 

Prerequisite:  T-MAT  102 

T-PHY  103  Physics:  Electricity  3 2 4 

Basic  theories  of  electricity,  types  of  electricity,  methods  of  production, 
and  transmission  and  transforming  of  electricity.  Electron  theory,  elec- 
tricity by  chemical  action,  electricity  by  friction,  electricity  by  magnetism, 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

induction  voltage,  amperage,  resistance,  horsepower,  wattage,  and  trans- 
formers are  major  parts  of  the  course. 

Prerequisites:  T-PHY  101,  T-MAT  101. 

T-PHY  106  Applied  Mechanics  5 0 5 

Concepts  and  principles  of  statics  and  dynamics.  Parallel  concurrent  and 
nonconcurrent  force  systems  in  coplanar  and  noncoplanar  situations. 
Concepts  of  centroids  and  center  of  gravity,  moments  of  inertia,  funda- 
mentals of  kinetics,  and  kinematics  of  velocity  and  motion. 
Prerequisites:  T-MAT  102,  T-PHY  102. 

T-MEC  103  Machine  Processes  0 6 2 

Modern  machine  tools  of  industry.  Theory  and  practice  with  shaper, 
slotter,  planer,  turret  lathe,  screw  machine,  grinding  and  finishing 
machines.  Gear  design  and  the  processes  of  gear  manufacturing. 
Prerequisite:  T-MEC  102. 


FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to 
enable  the  student  to  communicate  with  others.  Emphasis  is  placed  on 
the  speaker’s  attitude,  improving  diction,  voice,  and  the  application  of 
particular  techniques  of  theory  to  correct  speaking  habits  and  to  produce 
effective  oral  presentation.  Particular  attention  is  given  to  conducting 
meetings,  conferences,  and  interviews. 

Prerequisite:  T-ENG  101 

T-MEC  205  Strength  of  Materials  3 2 4 

Study  of  principles  and  analysis  of  stresses  which  occur  within  machine 
and  structure  elements  subjected  to  various  types  of  loads  such  as 
static,  impact,  varying  and  dynamic.  Analyses  of  these  stresses  are 
made  as  applied  to  thin-walled  cylinders  and  spheres,  riveted  and 
welded  joints,  beams,  columns  and  machine  components. 

T-MEC  210  Physical  Metallurgy  3 3*  4 

Introductory  course  in  metallurgy,  a basic  study  of  the  properties  of 
metals  and  alloys.  Analysis  of  the  structure  of  metals  and  alloys,  atomic 
structure,  nuclear  structure,  and  nuclear  reactions.  Solid  (crystalline) 
structures,  methods  of  designating  crystal  planes,  liquid  and  vapor 
phases,  phase  diagrams,  and  alloy  systems. 

Prerequisite:  T-PHY  101 

T-MEC  213  Production  Planning  3 3*  4 

Day-to-day  plant  direction;  forecasting,  product  planning  and  control, 
scheduling,  dispatching,  routing,  and  inventory  control.  Case  histories 
are  discussed  in  the  classroom,  and  courses  of  corrective  action  are 
developed.  Drafting  room  layouts  for  planning  and  control. 

Prerequisite:  T-DFT  102. 

Corequisite:  T-MEC  201 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-MEC  210  Machine  Processes  2 6*  4 

Newer  concepts  of  work  handling  and  automatic  machining  process. 
Chipless  production  and  new  techniques  in  metal  forming.  Analysis  of 
high-energy  forming,  ultrasonic  machining,  electrolytic  metal  removal, 
chemical  milling,  numerical  controls  and  simplified  building  block  nu- 
merical control  systems. 

Prerequisite:  T-MEC  103. 

FIFTH  QUARTER 

T-MEC  211  Physical  Metallurgy  3 3*  4 

Properties  of  metals  and  alloys,  the  reactions  of  metals,  diffusion, 

carburizing,  metal  bonding  and  homogenization,  recrystallization  and 
grain  growth,  age  hardening,  nitriding,  internal  oxidation,  heat  treat- 
ment of  steel,  laboratory  experiments  and  demonstrations. 

Prerequisite:  T-MEC  210. 

T-DFT  211  Mechanisms  3 2 4 

Mathematical  and  drafting  room  solutions  of  problems  involving  the 
principles  of  machine  elements.  Study  of  motions  of  linkages,  velocities 
and  acceleration  of  points  within  a link  mechanism,  layout  methods  for 
designing  cams,  belts,  pulleys,  gears,  and  gear  trains. 

Prerequisites:  T-MAT  102,  T-DFT  102 

T-ISC  202  Quality  Control  3 2 4 

Principles  and  techniques  of  quality  control  and  cost  saving.  Organi- 
zation and  procedure  for  efficient  quality  control.  Functions,  responsi- 
bilities, structure,  costs,  reports,  records,  personnel  and  vendor-customer 
relationships  in  quality  control.  Sampling  inspections,  process  control 
and  tests  for  significance. 

Prerequisite:  None 

SIXTH  QUARTER 

T-ISC  203  Motion  Study  3 2 4 

Types  of  methods  studies  and  their  applications.  Process  charts,  analysis 
sheets,  time  study,  work  simplification,  skill  and  effort  rating. 
Prerequisite:  None. 

T-MEC  235  Hydraulics  and  Pneumatics  3 3*  4 

The  basic  theories  of  hydraulic  and  pneumatic  systems.  Combinations  of 
systems  in  various  circuits.  Basic  designs  and  functions  of  circuits  and 
motors,  controls,  electrohydraulic  servomechanisms,  plumbing,  filtration, 
accumulators  and  reservoirs. 

Prerequisite:  T-PHY  102 


ELECTIVES 

An  appropriate  list  of  electives  for  this  curriculum  is  shown  from 
which  the  institution  may  select  courses  to  complete  the  program  of 
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study.  The  institution  has  the  prerogative  to  develop  new  courses  for 
the  electives  or  to  modify  courses  from  the  suggested  list  to  fulfill  the 
local  objectives.  It  is  suggested,  however,  that  technical  courses  be 
appropriate  to  the  major  area  of  study;  that  they  not  change  or  alter 
the  major  objectives  of  the  program  nor  create  a false  impression  of 
proficiency  in  an  area  either  related  or  foreign  to  the  major. 

Elective  courses  must  be  selected  from  an  associate  degree  course  or 
new  courses  should  be  developed  at  a comparable  level.  The  institution 
may  elect  to  require  certain  courses  or  may  let  the  student  select  an 
appropriate  course. 


MANUFACTURING  TECHNOLOGY  ELECTIVES 
COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-DFT  212  Jig  and  Fixture  Design  2 6*  4 

Commercial  standards,  principles,  practices  and  tools  of  jig  and  fixture 
design.  Individual  project  and  design  work  to  acquaint  students  with 
the  types  of  jigs  and  fixtures  and  their  design. 

Prerequisite:  T-DFT  102 

T-MEC  212  Practical  Automation  3 2 4 

A comprehensive  study  of  automation  as  it  is  interpreted  and  practiced 
by  American  Industry  of  today.  The  fundamentals  of  automation  and 
its  effects  in  industrial  productivity,  labor  supply  and  demand,  equip- 
ment and  processes.  Students  will  solve  problems  encountered  while  in- 
stalling an  automated  system. 

Prerequisite:  None. 

T-MEC  214  Tool  Engineering  3 0 3 

An  introduction  to  the  problems  of  tool  engineering  with  emphasis  on 
planning  the  processes  of  production,  designing  and  developing  the 
necessary  tools,  and  utilizing  available  manufacturing  facilities;  practical 
analysis  and  comparison  of  the  use  and  cost  of  tools,  jigs  and  fixtures, 
dies,  molds,  and  gauges  as  they  are  utilized  in  our  modern  day  manu- 
facturing and  production  methods. 

Prerequisites:  T-DFT  102,  T-MEC  201 

T-ELN  201  Industrial  Controls  3 2 4 

Industrial  controls  is  the  study  of  modern  methods  of  controlling  ma- 
chinery by  electronic  circuitry.  Machinery  controls  and  electronic  mechan- 
isms that  automatically  operate  machines  will  be  studied.  Types  of 
motors,  generators,  control  signals  and  devices,  thyratrons,  gates, 
switches,  and  servomechanism  circuits  are  major  areas  of  study. 
Prerequisite:  T-PHY  103. 

T-MEC  237  Control  Systems  2 4 4 

Hydraulic,  pneumatic,  mechanical,  electrical  and  electronic  control  sys- 
tems and  components.  Basic  description,  analysis  and  explanation  of 
operation.  Typical  performance  characteristics,  limitations  on  perform- 
ance, accuracy,  applications  and  their  utilization  in  industrial  processes. 
Prerequisites:  T-PHY  102,  T-ELC  201 
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COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

T-ISC  204  Value  Analysis 

3 

0 

3 

The  modern  concept  in  the  control  of  manufacturing  production.  This 
course  will  provide  the  students  an  opportunity  to  study  a production 
system  with  the  specific  purpose  of  identifying  unnecessary  costs.  The 
objective  of  the  concepts  and  techniques  of  value  analysis  is  to  make 
possible  a degree  of  effectiveness  in  identifying  and  removing  unnecessary 
cost  by  the  use  of  sound  decisions  through  a common  sense  approach. 
Prerequisite:  None. 

T-ISC  201  Industrial  Organization  and 

Management  3 0 3 

Organizational  structure  for  industrial  management,  operational  and 
financial  activities,  including  accounting,  budgeting,  banking,  credit  and 
industrial  risk,  forecasting  of  markets,  selection  and  layout  of  physical 
facilities,  selection,  training  and  supervision  of  personnel  as  found  in 
typical  industrial  organizations. 

Prerequisite:  None. 

T-ISC  209  Plant  Layout  3 2 4 

A practical  study  of  factory  planning  with  emphasis  on  the  most 
efficient  arrangements  of  work  areas  to  achieve  lower  manufacturing 
costs.  Layouts  for  small  and  medium-sized  plants,  layout  fundamentals, 
selection  of  production  equipment  and  materials  handling  equipment.  Ef- 
fective management  of  men,  money  and  materials  in  a manufacturing 
operation. 

Prerequisites:  T-MEC  201,  T-DFT  102 


SOCIAL  SCIENCE  ELECTIVES 

T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 
Prerequisite:  T-SSC  201 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in 
the  understanding  of  inter-personal  relations  on  the  job.  Motivation, 
feelings  and  emotions  are  considered  with  particular  reference  to  on-the- 
job  problems.  Other  topics  investigated  are:  employee  selection,  super- 
vision, job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given 
to  personal  and  group  dynamics  so  that  the  student  may  learn  to  apply 
the  principles  of  mental  hygiene  to  his  adjustment  problems  as  a worker 
and  a member  of  the  general  community. 

Prerequisite:  None 
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COURSE  TITLE 

Hours 

Per  Week 

Quarter 

Class 

Lab. 

Hours 

Credit 

T-ECO  102  Economics 

3 

0 

3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 

T-SSC  205  American  Institutions  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite:  None. 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure, 
powers,  procedures  and  problems. 

Prerequisite:  None 
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Engineering  and  Technical  Secretary 


ENGINEERING  AND  TECHNICAL 
SECRETARY 


INTRODUCTION 


Purpose  of  Curriculum 

The  Engineering  and  Technical  Secretary  Curriculum  is  designed 
to  prepare  a student  for  a position  in  the  office  of  a firm  dealing  in 
research,  development  and  production  in  the  scientific  fields.  The 
curriculum  offers  students  the  necessary  secretarial  skills  and  the 
required  background  of  understanding  and  appreciation  of  the  scien- 
tific method,  the  beginning  of  a technical  vocabulary  and  a feeling  of 
respect  for  accuracy  that  will  be  essential  in  later  work  in  the  field. 

Job  Description 

Graduates  of  this  program  may  qualify  for  employment  as  ste- 
nographer-secretaries, technical  secretaries,  and  possibly  as  private 
secretaries.  They  are  in  demand  where  engineers  and  other  technical 
personnel  find  a need  for  secretarial  help  who  can  understand  the 
specialized  language  of  Electrical,  Mechanical,  Civil,  or  Chemical 
Engineers.  The  duties  of  an  engineering  and  technical  secretary  may 
consist  of  taking  dictation  and  transcribing  letters,  memoranda  and 
reports,  meeting  office  callers  and  screening  telephone  calls,  filing,  and 
scheduling  appointments.  Graduates  of  this  program,  since  they  have 
received  a background  of  science  and  engineering  terminology  in  ad- 
dition to  their  business  background,  are  admirably  prepared  to  work 
with  engineering  reports,  records  and  correspondence. 


ENGINEERING  AND  TECHNICAL  SECRETARY 
COURSE  TITLE 


FIRST 

QUARTER 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

T-ENG 

101  Grammar 

3 

0 

3 

T-BUS 

102  Typewriting  (Or  Elective) 

2 

3* 

3 

T-MAT 

110  Business  Mathematics 

5 

0 

5 

T-BUS 

101  Introduction  to  Business 

5 

0 

5 

T-BUS 

106  Shorthand  (Or  Elective) 

3 

18 

2 

5 

4 

20 
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COURSE  TITLE 


Hoars  Per  Week  Quarter 


SECOND  QUARTER 

Class 

Lab. 

Hoars 

Credit 

T-ENG  102  Composition 

3 

0 

3 

T-BUS  103  Typewriting  (Or  Elective) 

2 

3* 

3 

T-BUS  107  Shorthand 

3 

2 

4 

T-BUS  120  Accounting 

5 

2 

6 

T-BUS  115  Business  Law 

3 

0 

3 

THIRD  QUARTER 

16 

7 

19 

T-ENG  103  Report  Writing 

3 

0 

3 

T-BUS  104  Typewriting 

2 

3* 

3 

T-BUS  108  Shorthand 

3 

2 

4 

T-BUS  110  Office  Machines 

2 

2 

3 

T-BUS  112  Filing 

T-BUS  183T  Terminology  and  Vocabulary 

3 

0 

3 

(Technical) 

3 

0 

3 

FOURTH  QUARTER 

16 

7 

19 

T-ENG  204  Oral  Communication 
T-BUS  206T  Dictation  and  Transcription 

3 

0 

3 

(Technical) 

3 

2 

4 

T-BUS  205  Advanced  Typewriting 

2 

3* 

3 

T-BUS  211  Office  Machines 

T-EDP  104  Introduction  to  Data  Processing 

2 

2 

3 

Systems 

3 

2 

4 

FIFTH  QUARTER 

13 

9 

17 

T-ENG  206  Business  Communication 
T-BUS  207T  Dictation  and  Transcription 

3 

0 

3 

(Technical) 

3 

2 

4 

T-BUS  214  Secretarial  Procedures 

3 

2 

4 

Social  Science  Elective 

3 

0 

3 

Elective 

3 

0 

3 

SIX  QUARTER 

15 

4 

17 

Social  Science  Elective 
T-BUS  208T  Dictation  and  Transcription 

3 

0 

3 

(Technical) 

3 

2 

4 

T-BUS  271  Office  Management 

3 

0 

3 

Elective 

6 

0 

6 

15 

2 

16 

* “Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 
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ENGINEERING  AND  TECHNICAL  SECRETARY 
COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

FIRST  QUARTER 

T-ENG  101  Grammar  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar, 
diction,  sentence  structure,  punctuation,  and  spelling.  Intended  to  stimu- 
late students  in  applying  the  basic  principles  of  English  grammar  in  their 
day-to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 

T-BUS  102  Typewriting  2 3*  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct 
techniques,  mastery  of  the  keyboard,  simple  business  correspondence, 
tabulation,  and  manuscripts. 

Prerequisite:  None 

T-MAT  110  Business  Mathematics  5 0 5 

This  course  stresses  the  fundamental  operations  and  their  application 
to  business  problems.  Topics  covered  include  payrolls,  price  marking, 
interest  and  discount,  commission,  taxes,  and  pertinent  uses  of  mathe- 
matics in  the  field  of  business. 

Prerequisite:  None 

T-BUS  101  Introduction  to  Business  5 0 5 

A survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of 
financing,  internal  organization,  and  management. 

Prerequisite:  None. 

T-BUS  106  Shorthand  3 2 4 

A beginning  course  in  the  theory  and  practice  of  reading  and  writing 
shorthand.  Emphasis  on  phonetics,  penmanship,  word  families,  brief 
forms,  and  phrases. 

Prerequisite:  None. 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

T-BUS  103  Typewriting  2 3*  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with 
further  mastery  of  correct  typewriting  techniques.  These  skills  and 
techniques  are  applied  in  tabulation,  manuscript,  correspondence,  and 
business  forms. 

Prerequisite:  T-BUS  102  or  the  equivalent.  Speed  requirement,  30  words 
per  minute  for  five  minutes. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-BUS  107  Shorthand  3 2 4 

Continued  study  of  theory  with  greater  emphasis  on  dictation  and  ele- 
mentary transcription. 

Prerequisite:  T-BUS  106  or  the  equivalent. 

T-BUS  120  Accounting  5 2 6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  re- 
porting information  about  service  and  mercantile  enterprises,  to  include 
practical  application  of  the  principles  learned. 

Prerequisite.  T-MAT  110 

T-BUS  115  Business  Law  3 0 3 

A general  course  designed  to  acquaint  the  student  with  certain  fundamen- 
tals and  principles  of  business  law,  including  contracts,  negotiable  instru- 
ments, and  agencies. 

Prerequisite:  None 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the 
organization  and  techniques  of  modern  report  writing.  Exercises  in  de- 
veloping typical  reports,  using  writing  techniques  and  graphic  devices 
are  completed  by  the  students.  Practical  techniques  application  in  the 
preparation  of  a full-length  report  is  required  of  each  student  at  the 
end  of  the  term.  This  report  must  have  to  do  with  something  in  his 
chosen  curriculum. 

Prerequisite:  T-ENG  102. 

T-BUS  104  Typewriting  2 3*  3 

Emphasis  on  production  typing  problems  and  speed  building.  Attention 
to  the  development  of  the  student’s  ability  to  function  as  an  expert 
typist,  producing  mailable  copies.  The  production  units  are  tabulation, 
manuscript,  correspondence,  and  business  forms. 

Prerequisite:  T-Bus  103  or  the  equivalent.  Speed  requirement,  40  words 
per  minute  for  five  minutes. 

T-BUS  108  Shorthand  3 2 4 

Theory  and  speed  building.  Introduction  to  office  style  dictation.  Emphasis 
on  development  of  speed  in  dictation  and  accuracy  in  transcription. 
Prerequisite:  T-BUS  107. 

T-BUS  110  Office  Machines  2 2 3 

A general  survey  of  the  business  and  office  machines.  Students  will 
receive  training  in  techniques,  processes,  operation  and  application  of 
the  ten-key  adding  machines,  full  keyboard  adding  machines,  and  cal- 
culator. 

Prerequisite:  None 
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COURSE  TITLE 

Hours 

Per  Week 

Quarter 

Class 

Lab. 

Hours 

Credit 

T-BUS  112  Filing 

3 

0 

3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by 
the  use  of  miniature  letters,  filing  boxes  and  guides.  Alphabetic,  Triple 
Check,  Automatic,  Geographic,  Subject,  Soundex,  and  Dewey  Decimal 
filing. 

Prerequisite:  None 

T-BUS  183T  Terminology  and  Vocabulary  3 0 3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appro- 
priate to  the  course  of  study,  as  it  is  used  in  business,  technical,  and 
professional  offices. 

Prerequisite : 


FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to 
enable  the  student  to  communicate  with  others.  Emphasis  is  placed  on 
the  speaker’s  attitude,  improving  diction,  voice,  and  the  application 
of  particular  techniques  of  theory  to  correct  speaking  habits  and  to 
produce  effective  oral  presentation.  Particular  attention  is  given  to  con- 
ducting meetings,  conferences,  and  interviews. 

Prerequisite : 

T-BUS  206T  Dictation  and  Transcription  3 2 4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  type- 
writer materials  appropriate  to  the  course  of  study,  which  includes  a 
review  of  the  theory  and  the  dictation  of  familiar  and  unfamiliar  material 
at  varying  rates  of  speed.  Minimum  dictation  rate  of  100  words  per 
minute  required  for  five  minutes  on  new  material. 

Prerequisite:  T-BUS  108 

T-BUS  205  Advanced  Typewriting  2 3*  3 

Emphasis  is  placed  on  the  development  of  individual  production  rates. 
The  student  learns  the  techniques  needed  in  planning  and  in  typing 
projects  that  closely  approximate  the  work  appropriate  to  the  field 
of  study.  These  projects  include  review  of  letter  forms,  methods  of 
duplication,  statistical  tabulation,  and  the  typing  of  reports,  manuscripts 
and  legal  documents. 

Prerequisite:  T-BUS  104.  Speed  requirement,  50  words  per  minute  for 
five  minutes. 

T-BUS  211  Office  Machines  2 2 3 

Instructions  in  the  operation  of  the  bookkeeping-accounting  machines, 
duplicating  equipment,  and  the  dictating  and  transcribing  machines. 
Prerequisite : T-BUS  110. 

T-EDP  104  Introduction  to  Data  Processing 

Systems  3 2 4 

Fundamental  concepts  and  operational  principles  of  data  processing 
systems,  as  an  aid  in  developing  a basic  knowledge  of  computers,  pre- 
requisite to  the  detail  study  of  particular  computer  problems.  This 
course  is  a prerequisite  for  all  programming  courses. 

Prerequisite:  None 
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COURSE  TITLE 


FIFTH 

QUARTER 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

T-ENG 

206  Business  Communication 

3 

0 

3 

Develops  skills  in  techniques  in  writing  business  communications.  Empha- 
sis is  placed  on  writing  action-getting  sales  letters  and  prospectuses, 
business  reports,  summaries  of  business  conferences,  letters  involving 
credit,  collections,  adjustments,  complaints,  orders,  acknowledgments,  re- 
mittances, and  inquiry. 

Prerequisite:  T-ENG  102. 

T-BUS  207T  Dictation  and  Transcription  3 2 4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  de- 
velops the  accuracy,  speed,  and  vocabulary  that  will  enable  her  to  meet 
the  stenographic  requirements  of  business  and  professional  offices. 
Minimum  dictation  rate  of  110  words  per  minute  required  for  five 
minutes  on  new  material. 

Prerequisite:  T-BUS  206 

T-BUS  214  Secretarial  Procedures  3 2 4 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered 
by  a secretary  during  the  work  day.  These  include  the  following: 
receptionist  duties,  handling  the  mail,  telephone  techniques,  travel  infor- 
mation, telegrams,  office  records,  purchasing  of  supplies,  office  organi- 
zation, and  insurance  claims. 

Prerequisite:  None 


SIXTH  QUARTER 

T-BUS  208T  Dictation  and  Transcription  3 2 4 

Principally  a speed  building  course,  covering  materials  appropriate  to 
the  course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum 
dictation  rate  of  120  words  per  minute  required  for  five  minutes  on  new 

TYJ  afpri  c 1 

Prerequisite:  T-BUS  207 

T-BUS  271  Office  Management  3 0 3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing  and  actuating  office  problems. 
Prerequisite:  None 


ENGINEERING  AND  TECHNICAL  SECRETARY  ELECTIVES 

T-PSY  112  Personality  Development  3 0 3 

Designed  to  help  the  student  recognize  the  importance  of  the  physical, 
intellectual,  social,  and  emotional  dimensions  of  personality.  Emphasis 
is  placed  on  grooming  and  methods  of  personality  improvement. 
Prerequisite : None 
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COURSE  TITLE 

Hours 

Class  Lab.  Credit 

Hours  Per  Week  Quarter 

T-BUS  121  Accounting  5 2 6 

Partnership  and  corporation  accounting  including  a study  of  payrolls, 
federal  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summariz- 
ing and  interpreting  data  for  management  control  rather  than  on 
bookkeeping  skills.  Accounting  services  are  shown  as  they  contribute  to 
the  recognition  and  solution  of  management  problems. 

Prerequisite:  T-BUS  120. 

T-ECO  102  Economics  3 0 3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 

T-BUS  215T  Office  Application  6 0 6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a 
business,  technical,  or  professional  office  for  six  hours  per  week.  The  ob- 
jective is  to  provide  actual  work  experience  for  secretarial  students  and 
an  opportunity  for  the  practical  application  of  the  skills  and  knowledge 
previously  learned,  according  to  the  course  of  study.  Prerequisites:  T-BUS 
214,  T-BUS  205,  T-BUS  208,  T-BUS  211. 

T-ECO  108  Consumer  Economics  3 0 3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and 
money  to  get  the  most  out  of  life.  It  gives  the  student  an  opportunity 
to  build  useful  skills  in  buying,  managing  his  finances,  increasing  his 
resources,  and  to  understand  better  the  economy  in  which  he  lives. 
Prerequisite:  None 

T-BUS  116  Business  Law  3 0 3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing, 
partnerships,  corporations,  mortgages,  and  property  rights. 

Prerequisite:  T-BUS  115. 

SOCIAL  SCIENCE  ELECTIVES 
COURSE  TITLE 

Hours 

Class  Lab.  Credit 
Hours  Per  Week  Quarter 

T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

and  emotions  are  considered  with  particular  reference  to  on-the-job  prob- 
lems. Other  topics  investigated  are:  employee  selection,  supervision, 
job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  per- 
sonal and  group  dynamics  so  that  the  student  may  learn  to  apply  the 
principles  of  mental  hygiene  to  his  adjustment  problems  as  a worker 
and  a member  of  the  general  community. 

Prerequisite:  None 

T-SSC  205  American  Institutions  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite:  None 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure, 
powers,  procedures  and  problems. 

Prerequisite:  None 
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EXECUTIVE  SECRETARY 

INTRODUCTION 


Purpose  of  Curriculum 

The  demand  for  qualified  secretaries  in  our  expanding  business 
world  is  becoming  more  acute.  The  purpose  of  this  curriculum  is  to 
provide  education  in  the  accepted  procedures  required  by  the  business 
world. 

The  Executive  Secretary  Curriculum  is  designed  to  offer  the 
students  the  necessary  secretarial  skills  in  typing,  dictation,  tran- 
scription, and  terminology  for  employment  in  the  business  world.  The 
special  training  in  secretarial  subjects  is  supplemented  by  related 
courses  in  mathematics,  accounting,  business  law,  and  personality  de- 
velopment. 

Job  Description 

The  graduate  of  the  Executive  Secretary  Curriculum  should  have 
a knowledge  of  business  terminology,  skill  in  dictation  and  accurate 
transcription  of  business  letters  and  reports.  The  graduate  may  be 
employed  as  a stenographer  or  a secretary.  Stenographers  are  pri- 
marily responsible  for  taking  dictation  and  transcribing  letters, 
memoranda,  or  reports.  The  secretary,  in  addition  to  taking  dictation 
and  transcribing,  is  given  more  responsibility  in  connection  with  meet- 
ing office  callers,  screening  telephone  calls,  and  being  an  assistant  to 
an  executive.  She  may  enter  a secretarial  position  in  a variety  of 
offices  in  businesses  such  as  insurance  companies,  banks,  marketing 
institutions,  and  financial  firms. 


EXECUTIVE  SECRETARY 
COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

FIRST  QUARTER 

Class 

Lab. 

Credit 

T-ENG  101  Grammar 

3 

0 

3 

T-BUS  102  Typewriting  (Or  Elective) 

2 

3* 

3 

T-MAT  110  Business  Mathematics 

5 

0 

5 

T-BUS  101  Introduction  to  Business 

5 

0 

5 

T-BUS  106  Shorthand  (Or  Elective) 

3 

2 

4 

SECOND  QUARTER 

18 

5 

20 

T-ENG  102  Composition 

3 

0 

3 

T-BUS  103  Typewriting  (Or  Elective) 

2 

3* 

3 

T-BUS  107  Shorthand 

3 

2 

4 

T-BUS  120  Accounting 

5 

2 

6 

T-BUS  115  Business  Law 

3 

0 

3 

16 

7 

19 
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Hours 

Per  Week 

Quarter 

Hours 

THIRD  QUARTER 

Class 

Lab. 

Credit 

T-ENG  103  Report  Writing 

3 

0 

3 

T-BUS  104  Typewriting 

2 

3* 

3 

T-BUS  108  Shorthand 

3 

2 

4 

T-BUS  110  Office  Machines 

2 

2 

3 

T-BUS  112  Filing 

3 

0 

3 

FOURTH  QUARTER 

13 

7 

16 

T-ENG  204  Oral  Communication 
T-BUS  206E  Dictation  and  Transcription 

3 

0 

3 

(Executive) 

3 

2 

4 

T-BUS  205  Advanced  Typewriting 

2 

3* 

3 

T-BUS  211  Office  Machines 

T-EDP  104  Introduction  to  Data  Processing 

2 

2 

3 

Systems 

3 

2 

4 

FIFTH  QUARTER 

13 

9 

17 

T-ENG  206  Business  Communication 
T-BUS  207E  Dictation  and  Transcription 

3 

0 

3 

(Executive) 

3 

2 

4 

T-BUS  214  Secretarial  Procedures 

3 

2 

4 

Social  Science  Elective 

3 

0 

3 

Elective 

6 

0 

6 

SIXTH  QUARTER 

18 

4 

20 

Social  Science  Elective 
T-BUS  208E  Dictation  and  Transcription 

3 

0 

3 

(Executive) 

3 

2 

4 

T-BUS  271  Office  Management 

3 

0 

3 

Elective 

6 

0 

6 

15 

2 

16 

EXECUTIVE  SECRETARY 
COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

FIRST  QUARTER 

T-ENG  101  Grammar  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar, 
diction,  sentence  structure  punctuation,  and  spelling.  Intended  to  stimu- 


“Manipulative  laboratory”  involves  development  of  skills  and  job  proficiency.  Credit  of 
one  quarter  hour  for  each  three  hours  of  laboratory. 
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COURSE  TITLE 

Honrs  Per  Week  Quarter 
Hours 

Hours  Per  Week  Quarter 

late  students  in  applying  the  basic  principles  of  English  grammar  in 
their  day-to-day  situations  in  industry  and  social  life. 

Prerequisite:  None 

T-BUS  102  Typewriting  2 3 3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct 
techniques,  mastery  of  the  keyboard,  simple  business  correspondence, 
tabulation  and  manuscripts. 

Prerequisite:  None 

T-MAT  110  Business  Mathematics  5 0 5 

This  course  stresses  the  fundamental  operations  and  their  application 
to  business  problems.  Topics  covered  include  payrolls,  price  marking, 
interest  and  discount  commission,  taxes,  and  pertinent  uses  of  mathe- 
matics in  the  field  of  business. 

Prerequisite:  None 

T-BUS  101  Introduction  to  Business  5 0 5 

A survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of 
financing,  internal  organization,  and  management. 

Prerequisite:  None 

T-BUS  106  Shorthand  3 2 4 

A beginning  course  in  the  theory  and  practice  of  reading  and  writing 
shorthand.  Emphasis  on  phonetics,  penmanship,  word  families,  brief 
forms,  and  phrases. 

Prerequisite:  None 


SECOND  QUARTER 

T-ENG  102  Composition  3 0 3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
business  and  technical  composition.  Emphasis  is  on  the  sentence,  para- 
graph and  whole  composition. 

Prerequisite:  T-ENG  101 

T-BUS  103  Typewriting  2 3 3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with 
further  mastery  of  correct  typewriting  techniques.  These  skills  and  tech- 
niques are  applied  in  tabulation,  manuscript,  correspondence,  and  busi- 
ness forms. 

Prerequisite:  T-BUS  102  or  the  equivalent.  Speed  requirement,  30  words 
per  minute  for  five  minutes. 

T-BUS  107  Shorthand  3 2 4 

Continued  study  of  theory  with  emphasis  on  dictation  and  elementary 
transcription. 

Prerequisite:  T-BUS  106  or  equivalent 
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COURSE  TITLE 

Hours 

Class  Lab.  Credit 

Hours  Per  Week  Quarter 

T-BUS  120  Accounting  5 2 6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  re- 
porting information  about  service  and  mercantile  enterprises,  to  include 
practical  application  of  the  principles  learned. 

Prerequisite:  T-MAT  110 


T-BUS  115  Business  Law  3 0 3 

A general  course  designed  to  acquaint  the  student  with  certain  funda- 
mentals and  principles  of  business  law,  including  contracts,  negotiable 
instruments,  and  agencies. 

Prerequisite:  None 


THIRD  QUARTER 

T-ENG  103  Report  Writing  3 0 3 

The  fundamentals  of  English  are  utilized  as  a background  for  the  organi- 
zation and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  com- 
pleted by  the  students.  Practical  application  in  the  preparation  of  a 
full-length  report  is  required  of  each  student  at  the  end  of  the  term. 
This  report  must  have  to  do  with  something  in  his  chosen  curriculum. 
Prerequisite:  T-ENG  102 


T-BUS  104  Typewriting  2 3 3 

Emphasis  on  production  typing  problems  and  speed  building.  Attention 
to  the  development  of  the  student’s  ability  to  function  as  an  expert 
typist,  producing  mailable  copies.  The  production  units  are  tabulation 
manuscript,  correspondence,  and  business  forms. 

Prerequisite:  T-BUS  103  or  the  equivalent.  Speed  requirement,  40  words 
per  minute  for  five  minutes. 


T-BUS  108  Shorthand  3 2 4 

Theory  and  speed  building-.  Introduction  to  office  style  dictation.  Emphasis 
on  development  of  speed  in  dictation  and  accuracy  in  transcription. 
Prerequisite:  T-BUS  107 


T-BUS  110  Office  Machines  2 2 3 

A general  survey  of  the  business  and  office  machines.  Students  will  re- 
ceive training  in  techniques,  processes,  operation  and  application  of  the 
ten-key  adding  machines,  full  keyboard  adding  machines,  and  calculator. 
Prerequisite:  None 


T-BUS  112  Filing  3 0 3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice 
by  the  use  of  miniature  letters,  filing  boxes  and  guides.  Alphabetic,  Triple 
Check,  Automatic,  Geographic,  Subject,  Soundex,  and  Dewey  Decimal 
filing. 

Prerequisite:  None 
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COURSE  TITLE 

Hours 

Class  Lab.  Credit 

Hours  Per  Week  Quarter 

FOURTH  QUARTER 

T-ENG  204  Oral  Communication  3 0 3 

A study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the 
speaker’s  attitude,  improving  diction,  voice,  and  the  application  of  par- 
ticular techniques  of  theory  to  correct  speaking  habits  and  to  produce 
effective  oral  presentation.  Particular  attention  given  to  conducting  meet- 
ings, conferences,  and  interviews. 

Prerequisite:  T-ENG  101 

T-BUS  206E  Dictation  and  Transcription  3 2 4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  type- 
writer materials  appropriate  to  the  course  of  study,  which  includes  a 
review  of  the  theory  and  the  dictation  of  familiar  and  unfamiliar  ma- 
terial at  varying  rates  of  speed.  Minimum  dictation  rate  of  100  words  per 
minute  required  for  five  minutes  on  new  material. 

Prerequisite:  T-BUS  108 

T-BUS  205  Advanced  Typewriting  2 3 3 

Emphasis  is  placed  on  the  development  of  individual  production  rates. 
The  student  learns  the  techniques  needed  in  planning  and  in  typing 
projects  that  closely  approximate  the  work  appropriate  to  the  field 
of  study.  These  proj'ects  include  review  of  letter  forms,  methods  of  dup- 
lication, statistical  tabulation,  and  the  typing  of  reports,  manuscripts  and 
legal  documents. 

Prerequisite:  T-BUS  104.  Speed  requirement,  50  words  per  minute  for  five 
minutes. 

T-BUS  211  Office  Machines  2 2 3 

Instruction  in  the  operation  of  the  bookkeeping-accounting  machines, 
duplicating  equipment,  and  the  dictating  and  transcribing  machines. 
Prerequisite:  T-BUS  110 

T-EDP  104  Introduction  to  Data  Processing 

Systems  3 2 4 

Fundamental  concepts  and  operational  principles  of  data  processing 
systems,  as  an  aid  in  developing  a basic  knowledge  of  computers,  pre- 
requisite to  the  detail  study  of  particular  computer  problems.  This  course 
is  a prerequisite  for  all  programming  courses. 

Prerequisite:  None 


FIFTH  QUARTER 

T-ENG  206  Business  Communication  3 0 3 

Develops  skills  in  techniques  in  writing  business  communications.  Empha- 
sis is  placed  on  writing  action-getting  sales  letters  and  prospectuses, 
business  reports,  summaries  of  business  conferences,  letters  involving 
credit,  collections,  adjustments,  complaints,  orders,  acknowledgments,  re- 
mittances, and  inquiry. 

Prerequisite:  T-ENG  102 
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COURSE  TITLE 

Hours 

Class  Lab.  Credit 

Hours  Per  Week  Quarter 

T-BUS  207  Dictation  and  Transcription  3 2 4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  de- 
velops the  accuracy,  speed,  and  vocabulary  that  will  enable  her  to  meet 
the  stenographic  requirements  of  business  and  professional  offices.  Mini- 
mum dictation  rate  of  110  words  per  minute  required  for  five  minutes 
on  new  material. 

Prerequisite:  T-BUS  206 

T-BUS  214  Secretarial  Procedures  3 2 4 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered 
by  a secretary  during  the  work  day.  These  include  the  following:  re- 
ceptionist duties,  handling  the  mail,  telephone  techniques,  travel  infor- 
mation, telegrams,  office  records,  purchasing  of  supplies,  office  organi- 
zation, and  insurance  claims. 

Prerequisite:  None 


SIXTH  QUARTER 

T-BUS  208E  Dictation  and  Transcription  3 2 4 

Principally  a speed  building  course,  covering  materials  appropriate  to 
the  course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Mini- 
mum dictation  rate  of  120  words  per  minute  required  for  five  minutes 
on  new  material. 

Prerequisite:  T-BUS  207E 

T-BUS  271  Office  Management  3 0 3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing  and  actuating  office  problems. 
Prerequisite:  None 


ELECTIVES 

An  appropriate  list  of  electives  for  this  curriculum  is  shown  from 
which  the  institution  may  select  courses  to  complete  the  program  of 
study.  The  institution  has  the  prerogative  to  develop  new  courses  for 
the  electives  or  to  modify  courses  from  the  suggested  list  to  fulfill 
the  local  objectives.  It  is  suggested,  however,  that  technical  courses 
be  appropriate  to  the  major  area  of  study;  that  they  not  change 
or  alter  the  major  objectives  of  the  program  nor  create  a false  im- 
pression of  proficiency  in  an  area  either  related  or  foreign  to  the 
major. 

Elective  courses  must  be  elected  from  an  associate  degree  course  or 
new  courses  should  be  developed  at  a comparable  level.  The  institution 
may  elect  to  require  certain  courses  or  may  let  the  student  select  an 
appropriate  course. 
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COURSE  TITLE 


Class 

Lab. 

Hours 

Credit 

Hours 

Per  Week 

Quarter 

T-PSY  112  Personality  Development 

3 

0 

3 

Designed  to  help  the  student  recognize  the  importance  of  the  physical, 
intellectual,  social,  and  emotional  dimensions  of  personality.  Emphasis  is 
placed  on  grooming  and  methods  of  personality  improvement. 
Prerequisite:  None 

T-BUS  183E  Terminology  and  Vocabulary  3 0 3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri- 
ate to  the  course  of  study,  as  it  is  used  in  business,  technical,  and  profes- 
sional offices. 

Prerequisite:  T-BUS  107 

T-BUS  121  Accounting  5 2 6 

Partnership  and  corporation  accounting  including  a study  of  payrolls, 
federal  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summariz- 
ing and  interpreting  data  for  management  control  rather  than  on  book- 
keeping skills.  Accounting  services  are  shown  as  they  contribute  to 
the  recognition  and  solution  of  management  problems. 

Prerequisite:  T-BUS  120 

T-ECO  102  Economics  3 0 3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a livelihood.  Included  is  a study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None 

T-BUS  215E  Office  Application  6 0 6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a busi- 
ness, technical,  or  professional  office  for  six  hours  per  week.  The  ob- 
jective is  to  provide  actual  work  experience  for  secretarial  students  and 
an  opportunity  for  the  practical  application  of  the  skills  and  knowledge 
previously  learned,  according  to  the  course  of  study. 

Prerequisite:  T-BUS  214,  T-BUS  205,  T-BUS  208,  T-BUS  211 

T-ECO  108  Consumer  Economics  3 0 3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and 
money  to  get  the  most  out  of  life.  It  gives  the  student  an  opportunity 
to  build  useful  skills  in  buying,  managing  his  finances,  increasing  his 
resources,  and  to  understand  better  the  economy  in  which  he  lives. 
Prerequisite:  None 

T-BUS  116  Business  Law  3 0 3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing, 
partnership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  T-BUS  115 


Executive  Secretary 


95 


SOCIAL  SCIENCE  ELECTIVES 
COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

T-SSC  201  Social  Science  3 0 3 

An  integrated  course  in  the  social  sciences  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

T-SSC  202  Social  Science  3 0 3 

A further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 
Prerequisite:  T-SSC  201 

T-PSY  206  Applied  Psychology  3 0 3 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in 
the  understanding  of  inter-personal  relations  on  the  job.  Motivation,  feel- 
ings and  emotions  are  considered  with  particular  reference  to  on-the- 
job  problems.  Other  topics  investigated  are:  employee  selection,  super- 
vision, job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given 
to  personal  and  group  dynamics  so  that  the  student  may  learn  to  apply 
the  principles  of  mental  hygiene  to  his  adjustment  problems  as  a worker 
and  a member  of  the  general  community. 

Prerequisite:  None 

T-SSC  205  American  Institutes  3 0 3 

A study  of  the  effect  of  American  social,  economic,  and  political  insti- 
tutions upon  the  individual  as  a citizen  and  as  a worker.  The  course 
dwells  upon  current  local,  national,  and  global  problems  viewed  in  the 
light  of  our  political  and  economic  heritage. 

Prerequisite:  None 

T-POL  201  United  States  Government  3 0 3 

A study  of  government  with  emphasis  on  basic  concepts,  structure, 
powers,  procedures,  and  problems. 

Prerequisite:  None 
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AUTOMOTIVE  MECHANICS 

INTRODUCTION 


Purpose  of  Curriculum 

This  Curriculum  provides  an  educational  program  for  developing 
the  basic  knowledge  and  skills  needed  to  inspect,  diagnose,  repair 
or  adjust  automotive  vehicles.  Manual  skills  are  developed  in  practical 
shop  work.  Thorough  understanding  of  the  operating  principles  in- 
volved in  the  modern  automobile  comes  in  class  assignments,  discus- 
sion, and  shop  practice. 

Complexity  in  automotive  vehicles  increase  each  year  because  of 
scientific  discovery  and  new  engineering.  These  changes  are  reflected 
not  only  in  passenger  vehicles,  but  also  in  trucks,  buses  and  a variety 
of  gasoline-powered  equipment.  This  curriculum  provides  a basis  for 
the  student  to  compare  and  adapt  to  new  techniques  for  servicing  and 
repair  as  vehicles  are  changed  year  by  year. 

Job  Description 

Automobile  mechanics  maintain  and  repair  mechanical,  electrical, 
and  body  parts  of  passenger  cars,  trucks,  and  buses.  In  some  com- 
munities and  rural  areas  they  also  may  service  tractors  or  marine 
engines  and  other  gasoline-powered  equipment.  Mechanics  inspect  and 
test  to  determine  the  causes  of  faulty  operation.  They  repair  or  replace 
defective  parts  to  restore  the  vehicles  or  machine  to  proper  operating 
condition.  They  use  shop  manuals  and  other  technical  publications. 

Automotive  mechanics  in  smaller  shops  usually  are  general  me- 
chanics qualified  to  perform  a variety  of  repair  jobs.  A large  number  of 
automobile  mechanics  specialize  in  particular  types  of  repair  work. 
For  example,  some  may  specialize  in  repairing  only  power  steering 
and  power  brakes,  or  automatic  transmissions.  Usually  such  specialists 
have  an  all-round  knowledge  of  automotive  repair  and  may  occasionally 
be  called  upon  to  do  other  types  of  work. 
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COURSE  TITLE 


FIRST  QUARTER 

Hours 

Class 

Per  Week 
Lab. 

Quarter 

Hours 

Credit 

PME 

1101  Internal  Combustion  Engines 

3 

12 

7 

MAT 

1101  Fundamentals  of  Mathematics 

5 

0 

5 

ENG 

1101  Reading  Improvement 

2 

0 

2 

PHY 

1101  Applied  Science 

3 

13 

2 

14 

4 

18 
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COURSE  TITLE 

Hoars 

Class 

SECOND  QUARTER 

PME  1102  Engine  Electrical  and  Fuel  Systems  5 

ENG  1102  Communication  Skills  3 

DFT  1101  Schematics  and  Diagrams:  Power 

Mechanics  0 

PHY  1102  Applied  Science  3 


Per  Week  Quarter 
Honrs 
Lab.  Credit 

12  9 

0 3 

3 1 

2 4 


THIRD  QUARTER 
AUT  1123  Automotive  Chassis  and 
Suspensions  Systems 
AUT  1121  Braking  Systems 
PSY  1101  Human  Relations 
AHR  1101  Automotive  Air  Conditioning 
WLD  1101  Basic  Gas  Welding 


11  17  17 


3 9 6 
3 3 4 
3 0 3 
2 3 3 
0 3 1 


FOURTH  QUARTER 

AUT  1124  Automotive  Power  Train  Systems 
AUT  1125  Automotive  Servicing 
BUS  1103  Small  Business  Operations 


11 


3 

3 

3 


18  17 


9 6 

9 6 

0 3 


9 18  15 


AUTOMOTIVE  MECHANICS 

Hoars  Per  Week  Quarter 
Hoars 

Class  Lab.  Credit 

FIRST  QUARTER 

PME  1101  Internal  Combustion  Engine  3 12  7 

Development  of  a thorough  knowledge  and  ability  in  using,  maintaining, 
and  storing  the  various  hand  tools  and  measuring  devices  needed  in  engine 
repair  work.  Study  of  the  construction  and  operation  of  components  of 
internal  combustion  engines.  Testing  of  engine  performance;  servicing 
and  maintenance  of  pistons,  valves,  cams  and  camshafts,  fuel  and  ex- 
haust systems,  cooling  systems;  proper  lubrication;  and  methods  of  test- 
ing, diagnosing  and  repairing. 

Prerequisite:  None 

MAT  1101  Fundamentals  of  Mathematics  5 0 5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  sub- 
traction, multiplication  and  division.  Fractions,  decimals,  powers  and 
roots,  percentages,  ratio  and  proportion.  Plane  and  solid  geometric 
figures  used  in  industry;  measurement  of  surfaces  and  volumes.  Intro- 
duction to  algebra  used  in  trades.  Practice  in  depth. 

Prerequisite:  None 
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COURSE  TITLE 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab. 

Credit 

ENG  1101  Reading  Improvement 

2 

0 

2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recog- 
nition, to  increase  eye  coordination  and  word  group  recognition  and  to 
train  for  comprehension  in  larger  units. 

Prerequisite:  None 

PHY  1101  Applied  Science  3 2 4 

An  introduction  to  physical  principles  and  their  application  in  industry. 
Topics  in  this  course  include  measurement;  properties  of  solids,  liquids, 
and  gases;  and  basic  electrical  principles. 

Prerequisite:  None 


SECOND  QUARTER 

PME  1102  Engine  Electrical  and 

Fuel  Systems  5 12  9 

A thorough  study  of  the  electrical  and  fuel  systems  of  the  automobile. 
Battery  cranking  mechanism,  generator,  ignition,  accessories  and  wiring; 
fuel  pumps,  carburetors,  and  fuel  injectors.  Characteristics  of  fuels,  types 
of  fuel  systems,  special  tools,  and  testing  equipment  for  the  fuel  and 
electrical  system. 

Prerequisite:  PME  1101 

ENG  1102  Communication  Skills  3 0 3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101. 

DFT  1101  Schematics  & Diagrams:  Power 

Mechanics  0 3 1 

Interpretation  and  reading  of  blueprints.  Development  of  ability  to  read 
and  interpret  blueprints,  charts,  instruction  and  service  manuals,  and 
wiring  diagrams.  Information  on  the  basic  principles  of  lines,  views, 
dimensioning  procedures,  and  notes. 

Prerequisite:  None 

PHY  1102  Applied  Science  3 2 4 

The  second  in  a series  of  two  courses  of  applied  physical  principles.  Topics 
introduced  in  this  course  are  heat  and  thermometry,  and  principles  of 
force,  motion,  work,  energy,  and  power. 

Prerequisite:  PHY  1101 


THIRD  QUARTER 

AUT  1123  Automotive  Chassis  and  Suspension 

Systems  3 9 6 

Principles  and  functions  of  the  components  of  automotive  chassis.  Prac- 
tical job  instruction  in  adjusting  and  repairing  of  suspension,  and  steer- 


Automotive  Mechanics 


99 


COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

ing  systems.  Units  to  be  studied  will  be  shock  absorbers,  springs,  steer- 
ing systems,  steering  linkage,  and  front  end  alignment. 

Prerequisite:  None. 

AUT  1121  Braking  Systems  3 3 4 

A complete  study  of  various  braking  systems  employed  on  automobiles 
and  light  weight  trucks.  Emphasis  is  placed  on  how  they  operate,  proper 
adjustment,  and  repair. 

Prerequisite:  PHY  1102 

PSY  1101  Human  Relations  3 0 3 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the 
individual  are  studied  in  relation  to  society,  group  membership,  and  re- 
lationships within  the  work  situation. 

Prerequisite:  None 

AHR  1101  Automotive  Air  Conditioning  2 3 3 

General  introduction  to  the  principles  of  refrigeration;  study  of  the 
assembly  of  the  components  and  connections  necessary  in  the  mechanisms, 
the  methods  of  operation,  and  control;  proper  handling  of  refrigerants 
in  charging  the  system. 

Prerequisite:  PHY  1102. 

WLD  1101  Basic  Gas  Welding  0 3 1 

Welding  demonstrations  by  the  instructor  and  practice  by  students  in  the 
welding  shop.  Safe  and  correct  methods  of  assembling  and  operating 
the  welding  equipment.  Practice  will  be  given  for  surface  welding;  bronze 
welding,  silver-soldering,  and  flame-cutting  methods  applicable  to  me- 
chanical repair  work. 

Prerequisite:  None. 


FOURTH  QUARTER 

AUT  1124  Automotive  Power  Train  Systems  3 9 6 

Principles  and  functions  of  automotive  power  train  systems:  clutches, 
transmission  gears,  torque  converters,  drive  shaft  assemblies,  rear  axles 
and  differentials.  Identification  of  troubles,  servicing,  and  repair. 
Prerequisites:  PHY  1102,  AUT  1123. 

AUT  1125  Automotive  Servicing  3 9 6 

Emphasis  is  on  the  shop  procedures  necessary  in  determining  the  nature 
of  troubles  developed  in  the  various  component  systems  of  the  automo- 
bile. Troubleshooting  of  automotive  systems,  providing  a full  range  of 
experiences  in  testing,  adjusting,  repairing  and  replacing. 

Prerequisites:  AUT  1123,  AUT  1121,  AHR  1101. 

BUS  1103  Small  Business  Operations  3 0 3 

An  introduction  to  the  business  world,  problems  of  small  business  oper- 
ation, basic  business  law,  business  forms  and  records,  financial  problems, 
ordering  and  inventorying,  layout  of  equipment  and  offices,  methods  of 
improving  business,  and  employer-employee  relations. 

Prerequisite:  None 
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ARCHITECTURAL  DRAFTING 


INTRODUCTION 


Purpose  of  Curriculum 

This  curriculum  is  designed  to  prepare  students  to  enter  the  field  of 
architectural  drafting.  The  first  two  quarters  contain  courses  basic  to 
all  fields  of  drafting.  The  third  and  fourth  quarters  contain  speciali- 
zation and  related  courses  that  prepare  one  to  enter  architectural 
drafting  occupations. 

Each  course  is  prepared  to  enable  an  individual  to  advance  rapidly 
in  drafting  proficiency  upon  entering  the  field  of  work.  Courses  are 
arranged  in  sequence  to  develop  drafting  skills  and  proficiency  in 
mathematics  and  science.  The  draftsman  associates  with  many  levels 
of  personnel — administrative,  architects,  engineers,  skilled  workmen — 
and  must  be  able  to  communicate  effectively  with  them.  Courses  to 
develop  knowledge  and  skills  in  communication,  human  relations,  eco- 
nomics, and  industrial  organization  are  provided  to  assist  the  student 
in  developing  understanding  and  confidence  in  his  relations  with 
other  persons. 


Job  Description 

The  draftsman  prepare  clear,  complete,  and  accurate  working  plans 
and  detail  drawings,  from  rough  or  detailed  sketches  or  notes  for  engi- 
neering or  manufacturing  purposes,  according  to  the  specified  di- 
mensions : makes  final  sketch  of  the  proposed  drawing,  checking 
dimension  of  parts,  materials  to  be  used,  the  relation  of  one  part 
to  another,  and  the  relation  of  the  various  parts  to  the  whole  structure. 
Makes  any  adjustments  or  changes  necessary  or  desired.  Inks  in  lines 
and  letters  on  pencil  drawings  as  required.  Exercises  manual  skill  in 
the  manipulation  of  triangle,  T-square,  and  other  drafting  tools.  Lays 
tracing  paper  on  drawing  and  traces  drawing  in  pencil  or  ink.  Makes 
charts  for  representation  of  statistical  data.  Makes  finished  designs 
from  sketches.  Utilizes  knowledge  of  various  machines,  engineering 
practices,  mathematics,  building  materials,  and  other  physical  sciences 
to  complete  the  drawings. 

A building  trades  draftsman  performs  the  general  duties  of  a 
draftsman  and  also  specializes  in  organizing  and  drawing  of  working 
drawings  from  final  preliminary  sketches  from  the  designer,  mechani- 
cal equipment  and  structural  drawings  included. 
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ARCHITECTURAL  DRAFTING 
COURSE  TITLE 

Hours 


FIRST  QUARTER 

DFT  1121  Drafting  3 

MAT  1103  Geometry  3 

ENG  1101  Reading  Improvement  2 

PHY  1101  Applied  Science  3 

11 

SECOND  QUARTER 

DFT  1122  Drafting  3 

DFT  1125  Descriptive  Geometry  2 

MAT  1102  Algebra  5 

ENG  1102  Communication  Skills  3 

PHY  1102  Applied  Science  3 

16 

THIRD  QUARTER 

DFT  1141  Building  Trades  Drafting  3 

MAT  1104  Trigonometry  3 

DFT  1144  Building  Materials  and  Methods  3 

DFT  1143  Building  Mechanical  Equipment  3 

PSY  1101  Human  Relations  3 

15 

FOURTH  QUARTER 

DFT  1142  Building  Trades  Drafting  3 

DFT  1145  Specifications  and  Contracts  3 

CIV  1101  Surveying  2 

BUS  1103  Small  Business  Operations  3 


11 


Per  Week  Quarter 
Hours 
Lab.  Credit 

12  7 

0 3 

0 2 

2 4 


14  16 


6 5 
3 3 
0 5 
0 3 
2 4 


11  20 

12  7 

0 3 

0 3 

0 3 

0 3 

12  19 

12  7 

0 3 

3 3 

0 3 

15  16 


ARCHITECTURAL  DRAFTING 
COURSE  TITLE 

Hours 

Class 

FIRST  QUARTER 

DFT  1121  Drafting  3 


Per  Week  Quarter 
Hours 
Lab.  Credit 


12  7 


An  introduction  to  drafting  and  the  study  of  drafting  practices.  Instruc- 
tion is  given  in  the  selection,  use  and  care  of  instruments,  singlestroke 
lettering,  applied  geometry,  freehand  sketching  consisting  of  orthographic 
and  pictorial  drawings.  Orthographic  projection,  reading  and  instrument 
drawing  of  principal  views,  single  auxiliary  views  (primary),  and  double 
(oblique)  auxiliary  views  will  be  emphasized.  Dimensioning  and  note 
practices  will  be  studied  with  reference  to  the  American  Standards  As- 
sociation practices.  Methods  of  reproducing  drawings  will  be  included  at 
the  appropriate  time. 

Prerequisite:  None 
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COURSE  TITLE 

Hours 

Per  Week 

Quarter 

Class 

Lab. 

Hours 

Credit 

MAT  1103  Geometry 

3 

0 

3 

Fundamental  properties  and  definitions:  plane  and  solid  geometric  figures; 
selected  general  theorems;  geometric  construction  of  lines,  angles  and 
plane  figures;  dihedral  angles,  areas  of  plane  figures,  and  volumes  of 
solids.  Geometric  principles  are  applied  to  shop  operations. 
Prerequisite:  None 

ENG  1101  Reading  Improvement  2 0 2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recog- 
nition, to  increase  eye  coordination  and  word  group  recognition  and  to 
train  for  comprehension  in  larger  units. 

Prerequisite:  None 

PHY  1101  Applied  Science  3 2 4 

An  introduction  to  physical  principles  and  their  application  in  industry. 
Topics  in  this  course  include  measurement;  properties  of  solids,  liquids, 
and  gases;  basic  electrical  principles. 

Prerequisite:  None 


SECOND  QUARTER 

DFT  1122  Drafting  3 6 5 

The  trainee  will  study  simple  and  successive  revolutions  and  their  appli- 
cations to  practical  problems.  Sections  and  conventions  will  be  studied 
and  both  detail  and  assembly  sections  will  be  drawn.  Intersections  and 
developments  will  be  studied  by  relating  the  drawing  to  the  sheet  metal 
trades.  Models  of  the  assigned  drawings  will  be  made  from  construction 
paper,  cardboard,  or  similar  materials  as  a proof  of  the  solution  to  the 
problems  drawn. 

Methods  of  drawing  and  projecting  axonometric,  oblique,  and  perspective 
drawings  will  be  studied  with  emphasis  on  the  practical  applications  of 
pictorial  drawings.  Various  methods  of  shading  will  be  introduced  and 
dimensioning  and  sectioning  of  oblique  and  axonometric  pictorials  will 
be  done. 

Prerequisite:  DFT  1121 

DFT  1125  Descriptive  Geometry  2 3 3 

Graphical  analysis  of  space  problems.  The  problems  deal  with  practical 
design  elments  involving  points,  lines,  planes,  connectors,  and  a combi- 
nation of  these.  Included  are  problems  dealing  with  solid  geometry 
theorems.  Where  applicable,  each  graphical  solution  shall  be  accompanied 
by  the  analytical  solution. 

Prerequisite:  DFT  1121 

MAT  1102  Algebra  5 0 5 

Basic  concepts  and  operations  of  algebra:  historical  background  of  our 
base-10  number  system;  algebraic  operations:  addition,  subtraction,  multi- 
plication and  division;  fractions,  letter  representation,  grouping,  factor- 
ing, ratio,  proportions,  and  variations ; graphical  and  algebraic  solution  of 
first  degree  equations;  solution  of  simultaneous  equations  by:  addition 
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COURSE  TITLE 


Honrs  Per  Week  Quarter 
Honrs 

Class  Lab.  Credit 


and  subtraction,  substitution,  and  graphing;  exponents,  logarithms,  tables 
and  interpolation. 

Prerequisite:  None. 


ENG  1102  Communication  Skills  3 0 3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101 


PHY  1102  Applied  Science  3 2 4 

The  second  in  a series  of  two  courses  of  applied  physical  principles.  Topics 
introduced  in  this  course  are  heat  and  thermometry,  and  principles  of 
force,  motion,  work,  energy,  and  power. 

Prerequisite:  PHY  1101 


THIRD  QUARTER 

DFT  1141  Building  Trades  Drafting  3 12  7 

An  introduction  to  architectural  drafting.  Further  development  of  techni- 
ques in  lettering,  dimensioning,  freehand  sketching  and  instrument  draw- 
ing. Drawings  of  construction  details,  using  appropriate  material  symbols 
and  conventions.  Working  drawings,  including  plans,  elevations,  sections, 
scale  details  and  full-size  details  will  be  prepared  from  preliminary 
sketches. 

Prerequisite:  DFT  1122 

MAT  1104  Trigonometry  3 0 3 

Trigonometric  ratios:  solving  problems  with  right  triangles,  using 

tables,  and  interpolating;  solution  of  oblique  triangles  using  law  of  sines 
and  law  of  cosines;  graphs  of  the  trigonometric  functions;  inverse  func- 
tions, trigonometric  equations.  All  topics  are  applied  to  practical  problems. 
Prerequisites:  MAT  1102,  MAT  1103. 

DFT  1144  Building  Materials  and  Methods  3 0 3 

Materials  used  in  the  construction  of  architectural  structures  will  be 
studied.  Their  economic  values  and  limitations  affected  by  locality,  bud- 
get and  codes.  Field  trips  to  construction  sites  and  study  of  manu- 
facturer’s specifications  for  materials.  Standard  sizes  of  structural  ma- 
terials and  modular  construction  techniques. 

Prerequisite:  None 

DFT  1143  Building  Mechanical  Equipment  3 0 3 

General  study  of  heating,  air  conditioning,  plumbing  and  electrical  equip- 
ment, materials  and  symbols.  Building  code  requirements  pertaining  to 
residential  and  commercial  structure.  Reading  and  interpretation  of 
working  drawings  by  mechanical  engineers. 

Prerequisite:  DFT  1122 

PSY  1101  Human  Relations  3 0 3 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the 
individual  are  studied  in  relation  to  society,  group  membership,  and 
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COURSE  TITLE 

Hoars  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

relationships  within  the  work  situation. 

Prerequisite:  None 


FOURTH  QUARTER 

DFT  1142  Building  Trades  Drafting  3 12  7 

Individual  and  group  participation  in  the  preparation  of  complete  work- 
ing drawings  for  a complex  architectural  structure.  Study  of  drafting 
room  organization  and  relationships  of  personnel  within  the  architectural 
office. 

Prerequisites:  DFT  1141,  DFT  1143,  DFT  1144 

DFT  1145  Specifications  and  Contracts  3 0 3 

The  purpose  and  writings  of  specifications  will  be  studied  along  with  their 
legal  and  practical  application  to  working  drawings.  Contract  documents 
will  be  analyzed  and  studied  for  the  purpose  of  client-architect-contractor 
responsibilities,  duties  and  mutual  protection. 

Prerequisite:  DFT  1141,  DFT  1143,  DFT  1144 

CIV  1101  Surveying  2 3 3 

Basic  instrumentation  and  topography  will  be  studied  together  with  field 
trips  and  drafting  room  application  of  site  surveying. 

Prerequisite:  MAT  1104 

BUS  1103  Small  Business  Operations  3 0 3 

An  introduction  to  the  business  world,  problems  of  small  business  oper- 
ation, basic  business  law,  business  forms  and  records,  financial  problems, 
ordering  and  inventorying,  layout  of  equipment  and  offices,  methods  of 
improving  business,  and  employer-employee  relations. 

Prerequisite:  None 
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MECHANICAL  DRAFTING 


INTRODUCTION 


Purpose  of  Curriculum 

This  curriculum  is  designed  to  prepare  students  to  enter  the  field 
of  mechanical  drafting.  The  first  two  quarters  contain  courses  basic 
to  all  fields  of  drafting.  The  third  and  fourth  quarters  contain  speciali- 
zation and  related  courses  that  prepare  one  to  enter  mechanical  draft- 
ing occupations. 

Each  course  is  prepared  to  enable  an  individual  to  advance  rapidly 
in  drafting  proficiency  upon  entering  the  field  of  work.  Courses  are 
arranged  in  sequence  to  develop  drafting  skills  and  proficiency  in 
mathematics  and  science.  The  draftsman  associates  with  many  levels 
of  personnel — administrative,  architects,  engineers,  skilled  workmen — 
and  must  be  able  to  communicate  effectively  with  them.  Courses  to 
develop  knowledge  and  skills  in  communication,  human  relations, 
economics  and  industrial  organization  are  provided  to  assist  the  stu- 
dent in  developing  understandings  and  confidence  in  his  relations  with 
other  persons. 


Job  Description 

The  draftsman  prepares  clear,  complete,  and  accurate  working  plans 
and  detail  drawings  from  rough  or  detailed  sketches  or  notes  for 
engineering  or  manufacturing  purposes,  according  to  the  specified 
dimensions:  Makes  final  sketch  of  the  proposed  drawing,  checking  di- 
mension of  parts,  materials  to  be  used,  the  relation  of  one  part  to 
another,  and  the  relation  of  the  various  parts  to  the  whole  structure. 
Makes  any  adjustments  or  changes  necessary  or  desired.  Inks  in  lines 
and  letters  on  pencil  drawings  as  required.  Exercises  manual  skill 
in  the  manipulation  of  the  triangle,  T-square,  and  other  drafting  tools. 
Makes  charts  for  representation  of  statistical  data.  Makes  finished 
designs  from  sketches.  Utilizes  knowledge  of  various  machines,  engi- 
neering practices,  mathematics,  building  materials,  and  other  physical 
sciences  to  complete  the  drawings. 

Mechanical  draftsman  performs  the  general  duties  of  a draftsman 
and  also  specializes  in  making  rough  drafting  sketches  of  proposed 
mechanical  devices,  and  then  drawing  necessary  details.  Prepare  ac- 
curate scale  drawings  of  parts  or  machines  from  specifications. 
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MECHANICAL  DRAFTING 
COURSE  TITLE 

Hours 

Class 


FIRST  QUARTER 

DFT  1121  Drafting  3 

MAT  1103  Geometry  3 

ENG  1101  Reading  Improvement  2 

PHY  1101  Applied  Science  3 

11 

SECOND  QUARTER 

DFT  1122  Drafting  3 

DFT  1125  Descriptive  Geometry  2 

MAT  1102  Algebra  5 

ENG  1102  Communication  Skills  3 

PHY  1102  Applied  Science  3 

16 

THIRD  QUARTER 

DFT  1131  Mechanical  Drafting  3 

MAT  1104  Trigonometry  3 

PSY  1101  Human  Relations  3 

MEC  1113  Shop  Processes  2 

MEC  1115  Treatment  of  Ferrous  Metals  2 

13 

FOURTH  QUARTER 

DFT  1132  Mechanical  Drafting  3 

MEC  1114  Shop  Processes  2 

MEC  1116  Treatment  of  Non-Ferrous  Metals  2 
BUS  1105  Industrial  Organizations  3 


Per  Week  Quarter 
Hours 
Lab.  Credit 

12  7 

0 3 

0 2 

2 4 

14  16 


6 5 
3 3 
0 5 
0 3 
2 4 


11  20 


12  7 
0 3 
0 3 
3 3 
3 3 


18  19 


12  7 

3 3 

3 3 

0 3 


10  18  16 


MECHANICAL  DRAFTING 


COURSE  TITLE 
FIRST  QUARTER 


Hours 

Class 


Per  Week  Quarter 
Hours 
Lab.  Credit 


DFT  1121  Drafting  3 12  7 

An  introduction  to  drafting  and  the  study  of  drafting  practices.  Instruc- 
struction  is  given  in  the  selection,  use  and  care  of  instruments,  single- 
stroke lettering,  applied  geometry,  freehand  sketching  consisting  of  ortho- 
graphic and  pictorial  drawings.  Orthographic  projection,  reading  and 
instrument  drawing  of  principal  views,  single  auxiliary  views  (primary), 
and  double  (oblique)  auxiliary  views  will  be  emphasized.  Dimensioning 
and  note  practices  will  be  studied  with  reference  to  the  American  Stand- 
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COURSE  TITLE 

Hours  Per  Week 
Class  Lab. 

ards  Association  practices.  Methods  of  reproducing  drawings 
included  at  the  appropriate  time. 

Prerequisite:  None 


Quarter 

Hours 

Credit 

will  be 


MAT  1103  Geometry  3 0 3 

Fundamental  properties  and  definitions:  plane  and  solid  geometric  figures, 
selected  general  theorems,  geometric  construction  of  lines,  angles  and 
plane  figures;  dihedral  angles,  areas  of  plane  figures,  and  volumes  of 
solids.  Geometric  principles  are  applied  to  shop  operations. 
Prerequisite:  None 


ENG  1101  Reading  Improvement  2 0 2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recog- 
nition, to  increase  eye  coordination  and  word  group  recognition  and  to 
train  for  comprehension  in  larger  units. 

Prerequisite:  None 

PHY  1101  Applied  Science  3 2 4 

An  introduction  to  physical  principles  and  their  application  in  indus- 
try. Topics  in  this  course  include  measurement;  properties  of  solids, 
liquids,  and  gases;  basic  electrical  principles. 

Prerequisite:  None 


SECOND  QUARTER 

DFT  1122  Drafting  3 6 5 

The  student  will  study  simple  and  successive  revolutions  and  their  appli- 
cations to  practical  problems.  Sections  and  conventions  will  be  studied 
and  both  detail  and  assembly  sections  will  be  drawn.  Intersections  and 
developments  will  be  studied  by  relating  the  drawing  to  the  sheet  metal 
trades.  Models  of  the  assigned  drawings  will  be  made  from  construction 
paper,  cardboard,  or  similar  materials  as  a proof  of  the  solution  to  the 
problems  drawn. 

Methods  of  drawing  and  projecting  axonometric,  oblique,  and  perspective 
drawings  will  be  studied  with  emphasis  on  the  practical  applications  of 
pictorial  drawings.  Various  methods  of  shading  will  be  introduced  and 
dimensioning  and  sectioning  of  oblique  and  axonometric  pictorials  will 
be  done. 

Prerequisite:  DFT  1121 

DFT  1125  Descriptive  Geometry  2 3 3 

Graphical  analysis  of  space  problems.  The  problems  deal  with  practical 
design  elements  involving  points,  lines,  planes,  connectors,  and  a combi- 
nation of  these.  Included  are  problems  dealing  with  solid  geometry 
theorems.  Where  applicable,  each  graphical  solution  shall  be  accompanied 
by  the  analytical  solution. 

Prerequisite:  DFT  1121. 

MAT  1102  Algebra  5 0 5 

Basic  concepts  and  operations  of  algebra:  historical  background  of  our 
base-10  number  system;  algebraic  operations:  addition,  subtraction,  multi- 
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COURSE  TITLE 

Honrs  Per  Week  Quarter 
Honrs 

Class  Lab.  Credit 

plication  and  division;  fractions,  letter  representation,  grouping,  factor- 
ing, ratio  and  proportions,  variations;  graphical  and  algebraic  solution  of 
first  degree  equations;  solution  of  simultaneous  equations  by:  addition 
ard  subtraction,  substitution,  graphing;  exponents,  logarithms,  tables  and 
interpolation. 

Prerequisite:  None. 

ENG  1102  Communication  Skills  3 0 3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101 

PHY  1102  Applied  Science 

The  second  in  a series  of  two  courses  of  applied  physical  principles. 
Topics  introduced  in  this  course  are  heat  and  thermometry,  and  princi- 
ples of  force,  motion,  work,  energy,  and  power. 

Prerequisite:  PHY  1101 


THIRD  QUARTER 

DFT  113  Mechanical  Drafting  3 12  7 

An  introduction  to  mechanical  drafting  beginning  with  problems  con- 
cerning precision  and  limit  dimensioning.  Methods  of  fastening  materials, 
and  fasteners : keys,  rivets,  springs,  and  welding.  Symbols  will  be  studied 
and  drawings  will  be  made  involving  these  items.  Principles  of  design  will 
be  introduced  with  the  study  of  basic  mechanisms  of  motion  transfer; 
gears,  cams,  power  trains,  pulleys,  belting  and  methods  of  specifying  and 
calculating  dimensions  will  be  studied.  Drawings  will  be  made  involving 
these  mechanisms. 

Prerequisite:  DFT  1122 

MAT  1104  Trigonometry  3 0 3 

Trigonometric  ratios;  solving  problems  with  right  triangles,  using  tables, 
and  interpolating;  solution  of  oblique  triangles  using  law  of  sines  and  law 
of  cosines;  graphs  of  the  trigonometric  functions;  inverse  functions, 
trigonometric  equations.  All  topics  are  applied  to  practical  problems. 
Prerequisites:  MAT  1102,  MAT  1103 

PSY  1101  Human  Relations  3 0 3 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the  indi- 
vidual are  studied  in  relation  to  society,  group  membership,  and  relation- 
ships within  the  work  situation. 

Prerequisite:  None. 

MEC  1113  Shop  Processes  2 3 3 

Study  of  practices  used  in  metalworking  shops:  introduction  to  how  ma- 
terials can  be  utilized,  and  to  the  processes  of  shaping,  forming  and 
fabricating  of  metals.  Demonstration  of  the  metalworking  lathes, 
grinders,  drills,  milling  machines,  shapers,  planers,  saws,  broachers,  gear 
cutting  machines  and  finishing  machines.  A study  of  the  capabilities  of 
these  machines. 

Prerequisite:  None. 
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COURSE  TITLE 

MEC  1115  Treatment  of  Ferrous  Metals 


Hours 


Class 

2 


Per  Week 


Lab. 

3 


Quarter 

Hours 

Credit 

3 


Investigates  the  properties  of  ferrous  metals  and  tests  to  determine  their 
uses.  Instruction  will  include  some  chemical  metallurgy  to  provide  a 
background  for  the  understanding  of  the  physical  changes  and  causes  of 
these  changes  in  metals.  Physical  metallurgy  of  ferrous  metals,  producing 
iron  and  steel,  theory  of  alloys,  shaping  and  forming,  heat  treatments  for 
steel,  surface  treatments,  alloy  of  special  steel,  classification  of  steels,  and 
cast  iron  will  be  topics  for  study. 

Prerequisite:  None 


FOURTH  QUARTER 

DFT  1132  Mechanical  Drafting  3 12  7 

Principles  of  design  sketching,  design  drawings,  layout  drafting,  detail- 
ing from  layout  drawings,  production  drawings  and  simplified  drafting 
practices  constitute  areas  of  study.  Forging  and  casting  drawings  will  be 
made  from  layouts.  Specifications,  parts  list  and  bill  of  materials  are 
emphasized  in  this  course.  The  student  will  develop  a complete  set  of 
working  drawings  of  a tool,  jig,  fixture  or  simple  machine  and  learn 
principles  of  design,  handbook  and  manual  usage. 

Prerequisite:  DFT  1131. 

MEC  1114  Shop  Processes  2 3 3 

Comparison  of  the  unit-production  and  mass-production  systems.  Cast- 
ing, forging  and  allied  processes,  welding  and  sheet  metal  working  pro- 
cesses are  demonstrated  and  discussed.  Mass-production  methods  are 
studied  in  relationship  to  precision  dimensional  control. 

Prerequisite:  MEC  1113. 

MEC  1116  Treatment  of  Non-Ferrous  Metals  2 3 3 

Continuation  of  the  study  of  physical  metallurgy.  The  non-ferrous  metals ; 
bearing  metals  (brass,  bronze,  lead),  light  metals  (aluminum  and  mag- 
nesium) and  copper  and  its  alloys  are  studied.  Powder  metallurgy,  ti- 
tanium, zirconium,  indium  and  vanadium  are  included  in  this  course. 
Prerequisite:  MEC  1115. 

BUS  1105  Industrial  Organizations  3 0 3 

Methods,  techniques,  and  practices  of  modern  management  in  planning, 
organizing  and  controlling  operations  of  a manufacturing  concern.  Intro- 
duction to  the  competitive  system  and  the  factors  constituting  product 
cost. 

Prerequisite:  None 
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MACHINIST  TRADE 


INTRODUCTION 


Purpose  of  Curriculum 

This  curriculum  was  prepared  to  meet  a definite  need  for  training 
machinists.  Surveys  recently  completed  in  North  Carolina  show  that 
many  of  the  existing  industries  lack  time  and  facilities  for  training 
enough  machinists  to  meet  present  and  planned  needs.  Expanding 
industries  already  located  in  our  State  and  new  industries  under 
development  invariably  express  the  need  for  skilled  craftsmen  who  have 
the  background  knowledge  and  potential  to  advance. 

This  curriculum  is  designed  to  give  learners  the  opportunity  to 
acquire  basic  skills  and  the  related  technical  information  necessary  to 
gain  employment  and  build  a profitable  career  in  the  machine  shop 
industry  in  the  State. 

Job  Description 

The  machinist  is  a skilled  metal  worker  who  shapes  metal  parts  by 
using  machine  and  hand  tools.  His  training  and  experience  enable 
him  to  plan  and  carry  through  all  the  operations  needed  in  turning 
out  a machined  product  and  to  switch  readily  from  one  kind  of 
product  to  another.  A machinist  is  able  to  select  the  proper  tools  and 
materials  required  for  each  job  and  to  plan  the  cutting  and  finishing 
operations  in  their  proper  order  so  that  he  can  complete  the  finished 
work  according  to  blueprint  or  written  specifications.  He  makes 
standard  shop  computations  relating  to  dimensions  of  work,  tooling, 
feeds,  and  speeds  of  machining.  He  often  uses  precision  measuring 
instruments  such  as  micrometers  and  gages  to  measure  the  accuracy 
of  his  work  to  thousandths  of  an  inch. 

This  skilled  worker  must  be  able  to  set  up  and  operate  most  types 
of  machine  tools.  The  machinist  also  must  know  the  composition  of 
metals  so  that  he  can  heat  and  quench  cutting  tools  and  parts  to  im- 
prove machinability.  His  wide  knowledge  enables  him  to  turn  a block 
of  metal  into  an  intricate,  precise  part. 
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COURSE  TITLE 


Hours  Per  Week  Quarter 


Hours 

Class  Lab.  Credit 


FIRST  QUARTER 

MEC  1101  Machine  Shop  Theory  and  Practice 
MAT  1101  Fundamentals  of  Mathematics 
DFT  1104  Blueprint  Reading:  Mechanical 
ENG  1101  Reading  Improvement 
PHY  1101  Applied  Science 


3 12 

5 0 

0 3 

2 0 

3 2 


7 

5 

1 

2 

4 


13  17  19 
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COURSE  TITLE 

Honrs 

Class 

SECOND  QUARTER 

MEC  1102  Machine  Shop  Theory  and  Practice  3 


MAT  1103  Geometry  3 

DFT  1105  Blueprint  Reading:  Mechanical  0 

PHY  1102  Applied  Science  3 

ENG  1102  Communication  Skills  3 


Per  Week  Quarter 
Honrs 
Lab.  Credit 


12  7 
0 3 
3 1 
2 4 
0 3 


THIRD  QUARTER 


12 


MEC  1103  Machine  Shop  Theory  and  Practice  3 


MEC  1115  Treatment  of  Ferrous  Metals  2 

DFT  1106  Blueprint  Reading:  Mechanical  0 

MAT  1104  Trigonometry  3 

PSY  1101  Human  Relations  3 


17 


12 

3 

3 

0 

0 


18 

7 

3 

1 

3 

3 


FOURTH  QUARTER 

MEC  1104  Machine  Shop  Theory  and  Practice 
MEC  1116  Treatment  of  Non-Ferrous  Metals 
WLD  1101  Basic  Gas  Welding 
MAT  1123  Machinist  Mathematics 
BUS  1105  Industrial  Organizations 


11 

3 

2 

0 

3 

3 


18  17 


12  7 
3 3 
3 1 
0 3 
0 3 


11  18  17 


MACHINIST  TRADE 


COURSE  TITLE 

FIRST  QUARTER 

MEC  1101  Machine 
Practice 


Shop  Theory  and 


Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 


3 12  7 


An  introduction  to  the  machinist  trade  and  the  potential  it  holds  for  a 
craftsman.  Deals  primarily  with  the  identification,  care  and  use  of 
basic  hand  tools  and  precision  measuring  instruments.  Elementary  lay- 
out procedures  and  processes  of  lathe,  drill  press,  grinding  (off-hand) 
and  milling  machines  will  be  introduced  both  in  theory  and  practice. 
Prerequisite:  None 


MAT  1101  Fundamentals  of  Mathematics  5 0 5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  sub- 
traction, multiplication  and  division.  Fractions,  decimals,  powers  and 
roots,  percentages,  ratio,  and  proportion.  Plane  and  solid  geometric 
figures  used  in  industry;  measurement  of  surfaces  and  volumes.  Intro- 
duction to  algebra  used  in  trades.  Practice  in  depth. 

Prerequisite:  None 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

DFT  1104  Blueprint  Reading:  Mechanical  0 3 1 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic 
principles  of  the  blueprint;  lines,  views,  dimensioning  procedures  and 
notes. 

Prerequisite:  None 


ENG  1101  Reading  Improvement  2 0 2 

Design  to  improve  the  student’s  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recog- 
nition, to  increase  eye  coordination  and  word  group  recognition  and  to 
train  for  comprehension  in  larger  units. 

Prerequise:  None 


PHY  1101  Applied  Science  3 2 4 

An  introduction  to  physical  principles  and  their  application  in  industry. 
Topics  in  this  course  include  measurement;  properties  of  solids,  liquids, 
and  gases;  basic  electrical  principles. 

Prerequisite:  None 


SECOND  QUARTER 

MEC  1102  Machine  Shop  Theory  and 

Practice  3 12  7 

Advanced  operations  in  layout  tools  and  procedures,  power  sawing,  drill 
press,  surface  grinder,  milling  machine  shaper.  The  student  will  be 
introduced  to  the  basic  operations  on  the  cylindrical  grinder  and  will 
select  projects  encompassing  all  the  operations,  tools  and  procedures  thus 
far  used  and  those  to  be  stressed  throughout  the  course. 

Prerequisite:  MEC  1101 

MAT  1103  Geometry  3 0 3 

Fundamental  properties  and  definitions;  plane  and  solid  geometric  figures, 
selected  general  theorems,  geometric  construction  of  lines,  angles  and 
plane  figures.  Dihedral  angles,  areas  of  plane  figures,  volumes  of  solids. 
Geometric  principles  are  applied  to  shop  operations. 

Prerequisite:  None 


DFT  1105  Blueprint  Reading:  Mechanical  0 3 1 

Further  practice  in  interpretation  of  blueprints  as  they  are  used  in 
industry;  study  of  prints  supplied  by  industry;  making  plans  of  oper- 
ations; introduction  to  drafting  room  procedures;  sketching  as  a means 
of  passing  on  ideas,  information  and  processes. 

Prerequisite:  DFT  1104. 

PHY  1102  Applied  Science  3 2 4 

The  second  in  a series  of  two  courses  of  applied  physical  principles.  Topics 
introduced  in  this  course  are  heat  and  thermometry,  and  principles  of 
force,  motion,  work,  energy,  and  power. 

Prerequisite:  PHY  1101 
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COURSE  TITLE 

Hours 
Class 

ENG  1102  Communication  Skills  3 

Designed  to  promote  effective  communication  through 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101 

THIRD  QUARTER 

MEC  1103  Machine  Shop  Theory  and 

Practice  3 12  7 

Advanced  work  on  the  engine  lathe,  turning,  boring  and  threading 
machines,  grinders,  milling  machines  and  shapers.  Introduction  to  basic 
indexing  and  terminology  with  additional  processes  on  calculating,  cutting 
and  measuring  of  spur,  helical,  and  worm  gears  and  wheels.  The  trainee 
will  use  precision  tools  and  measuring  instruments  such  as  vernier 
height  guages,  protractors,  comparators,  etc.  Basic  exercises  will  be  given 
on  the  turret  lathe  and  on  the  tool  and  cutter  grinder. 

Prerequisite:  MEC  1102 

MECH  1115  Treatment  of  Ferrous  Metals  2 3 3 

Investigates  the  properties  of  ferrous  metals  and  tests  to  determine  their 
use.  Instructions  will  include  some  chemical  metallurgy  to  provide  a back- 
ground for  the  understanding  of  the  physical  changes  and  causes  of  these 
changes  in  metals.  Physical  metallurgy  of  ferrous  metals  producing  iron 
and  steel,  theory  of  alloys,  shaping  and  forming,  heat  treatments  for 
steel,  surface  treatments,  alloy  of  special  steel,  classification  of  steels,  and 
cast  iron  will  be  topics  for  study. 

Prerequisite:  None 

DFT  1106  Blueprint  Reading:  Mechanical  0 3 1 

Advanced  blueprint  reading  and  sketching  as  related  to  detail  and  assem- 
bly drawings  used  in  machines  shops.  The  interpretation  of  drawings  of 
complex  parts  and  mechanisms  for  features  of  fabrication,  construction 
and  assembly. 

Prerequisite: 

MAT  1104  Trigonometry  3 0 3 

Triginometric  ratios;  solving  problems  with  right  triangles,  using  tables, 
and  interpolating;  solution  of  oblique  triangles  using  law  of  sines  and 
law  of  cosines;  graphs  of  the  trigonometric  functions;  inverse  functions, 
trigonometric  equations.  All  topics  are  applied  to  practical  problems. 
Prerequisite:  MAT  1103. 

PSY  1101  Human  Relations  3 0 3 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the 
individual  are  studied  in  relation  to  society,  group  membership,  and 
relationships  within  the  work  situation. 

Prerequisite:  None 

FOURTH  QUARTER 

MEC  1104  Machine  Shop  Theory  and 

Practice  3 12  7 

Development  of  class  projects  using  previously  learned  procedures  in 
planning,  blueprint  reading,  machine  operations,  final  assembly  and  in- 
spection. Additional  processes  on  the  turret  lathe,  tool  and  cutter  grinder, 


Per  Week  Quarter 
Hours 
Lab.  Credit 

0 3 

correct  language 
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COURSE  TITLE 

Hour?  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

cylindrical  and  surface  grinder,  advanced  milling  machine  operations, 
etc.  Special  procedures  and  operations,  processes  and  equipment,  observ- 
ing safety  procedures  faithfully  and  establishing  good  work  habits 
and  attitudes  acceptable  to  the  industry. 

Prerequisite:  MEC  1103. 

MEC  1116  Treatment  of  Non-Ferrous 

Metals  2 3 3 

Continuation  of  the  study  of  physical  metallurgy.  The  non-ferrous  metals: 
bearing  metals,  (brass,  bronze,  lead),  light  metals  (aluminum  and  mag- 
nesium), and  copper  and  its  alloys  are  studied.  Powder  metallurgy,  ti- 
tanium, zirconium,  indium  and  vanadium  are  included  in  this  course. 
Prerequisite:  MEC  1115. 

WLD  1101  Basic  Gas  Welding  0 3 1 

Welding  demonstrations  by  the  instructor  and  practice  by  students  in 
the  welding  shop.  Safe  and  correct  methods  of  assembling  and  operating 
the  welding  equipment.  Practice  will  be  given  for  surface  welding;  bronze 
welding,  silver  soldering,  and  flame-cutting  methods  applicable  to  me- 
chanical repair  work. 

Prerequisite:  None 

MAT  1231  Machinist  Mathematics  3 0 3 

Introduces  gear  ratio,  lead  screw  and  indexing  problems  with  emphasis 
on  application  to  the  machine  shop.  Practical  applications  and  problems 
furnish  the  trainee  with  experience  in  geometric  propositions  and 
trigonometric  relations  to  shop  problems;  concludes  with  an  introduction 
to  compound  angle  problems. 

Prerequisite:  MAT  1104 

BUS  1105  Industrial  Organizations  3 0 3 

Methods,  techniques,  and  practices  of  modern  management  of  planning, 
organizing  and  controlling  operations  of  a manufacturing  concern.  Intro- 
duction to  the  competitive  system  and  the  factors  constituting  product 
cost. 

Prerequisite:  None 
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RADIO  AND  TELEVISION  SERVICING 

INTRODUCTION 


Purpose  of  Curriculum 

Within  recent  years  improved  electronic  techniques  have  provided 
expanded  entertainment  and  educational  facilities  in  the  form  of 
monochrome  and  color  television,  frequency  modulated  radio,  high 
fidelity  amplifiers  and  stereophonic  sound  equipment.  These  develop- 
ments require  expanded  knowledge  and  skill  of  the  individual  who 
would  qualify  as  a competent  and  up-to-date  serviceman. 

This  curriculum  provides  an  educational  experience  which  will  give 
knowledge  and  skills  involved  in  the  installation,  maintenance  and 
servicing  of  radio,  television  and  sound  amplifier  systems.  A large 
portion  of  time  is  spent  in  the  laboratory  verifying  electronic  princi- 
ples and  developing  servicing  techniques. 

Job  Description 

A radio  and  television  serviceman  may  be  required  to  install,  main- 
tain and  service  amplitude  modulated  and  frequency  modulated  home 
and  auto  radios;  transistorized  radios;  monochrome  and  color  tele- 
vision sets;  intercommunication,  public  address  and  paging  systems; 
high  fidelity  and  stereophonic  amplifiers;  record  players;  and  tape 
recorders. 

His  work  will  require  meeting  the  public  both  in  the  repair  shop 
and  on  service  calls.  A serviceman  who  establishes  his  own  business 
will  also  need  to  know  how  to  maintain  business  records  and  inventory. 


RADIO  AND  TELEVISION  SERVICING 
COURSE  TITLE 


Honrs 

Per  Week 

Quarter 

Honrs 

FIRST  QUARTER 

Class 

Lab. 

Credit 

MAT  1115  Electrical  Mathematics 

5 

0 

5 

ENG  1101  Reading  Improvement 

2 

0 

2 

ELC  1112  Direct  & Alternating  Current 

5 

15 

10 

SECOND  QUARTER 

12 

15 

17 

MAT  1116  Electrical  Mathematics 

5 

0 

5 

ENG  1102  Communication  Skills 

3 

0 

3 

ELN  1122  Vacuum  Tubes  & Circuits 

5 

9 

8 

ELN  1123  Amplifier  Systems 

2 

6 

4 

15 

15 

20 

Radio  and  Television  . Servicing 


117 


COURSE  TITLE 


Hoars 

Per  Week 

Quarter 

Hoars 

THIRD  QUARTER 

Class 

Lab. 

Credit 

ELN  1125  Radio  Reciver  Servicing 

2 

6 

4 

ELN  1126  Transistor  Theory  & Circuits 

4 

15 

9 

PSY  1101  Human  Relations 

3 

0 

3 

FOURTH  QUARTER 

ELN  1127  Television  Receiver  Circuits 

9 

21 

16 

and  Servicing 

10 

15 

15 

BUS  1103  Small  Business  Operations 

3 

0 

3 

FOURTH  QUARTER  OPTION 
ELN  1128  Television  Receiver  Circuits 

13 

15 

18 

and  Servicing 

5 

12 

9 

Elective  (1) 

3 

6 

6 

BUS  1103  Small  Business  Operations 

3 

0 

3 

11 

18 

18 

RADIO  AND  TELEVISION  SERVICING 


COURSE  TITLE 


Hoars 

Per  Week 

Quarter 

Hoars 

FIRST  QUARTER 

Class 

Lab. 

Credit 

MAT  1115  Electrical  Mathematics 

5 

0 

5 

An  introductory  algebra  course  with  trigonometry  and  vectors  needed  in 
alternating  current:  algebraic  operations  of  addition,  subtraction,  multipli- 
cation and  division;  use  of  letters  and  signs,  grouping,  factoring;  ex- 
ponents, ratios  and  proportions;  algebraic  and  graphic  solutions  of  first- 
degree  equations;  introduction  to  trigonometric  functions,  their  graphs 
and  applications  to  right  triangles.  Addition,  subtraction  and  resolution 
of  vector  quantities. 

Prerequisite:  None 

ENG  1101  Reading  Improvement  2 0 2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recog- 
nition, to  increase  eye  coordination  and  word  group  recognition  and  to 
train  for  comprehension  in  larger  units. 

Prerequisite : None 

ELC  1112  Direct  and  Alternating  Current  3 15  10 

A study  of  the  structure  of  matter  and  the  electron  theory,  the  relation- 
ship between  voltage,  current  and  resistance  in  series,  parallel  and 
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COURSE  TITLE 


Honrs  Per  Week  Quarter 
Honrs 

Class  Lab.  Credit 


series-parallel  circuits.  Analysis  of  direct  current  circuits  by  Ohm’s  law 
and  Kirchh off’s  law;  sources  of  direct  current  potentials.  Fundamental 
concepts  of  alternating  current  flow;  a study  of  reactance,  impedance, 
phase  angle,  power  and  resonance  and  alternating  current  circuit  analysis. 
Prerequisite:  None 


SECOND  QUARTER 

MAT  1116  Electrical  Mathematics  5 0 5 

A working  knowledge  of  the  powers  of  10,  Ohm’s  Law  for  series  and 
parallel  circuits,  quadratic  equations,  Kirchoff’s  Law,  trigonometric  func- 
tions, plane  vectors,  alternating  currents,  vector  algebra  and  logarithms. 
Prerequisite:  MAT  1115. 

ENG  1102  Communication  Skills  3 0 3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101 

ELN  1122  Vacuum  Tubes  and  Circuits  5 9 8 

An  introduction  to  vacuum  tubes  and  their  development;  the  theory 
characteristics  and  operation  of  vacuum  diodes,  semi-conductor  diodes, 
rectifier  circuits,  filter  circuits,  triodes  and  simple  voltage  amplifier  cir- 
cuits. 

Prerequisites:  ELC  1112,  MAT  1115 

ELN  1123  Amplifier  Systems  2 6 4 

An  introduction  of  commonly  used  servicing  techniques  as  applied  to 
monophonic  and  stereophonic  high  fidelity  amplifier  systems  and  auxiliary 
equipment.  The  operation  and  servicing  of  inter-communication  amplifiers 
and  switching  circuits  will  also  be  taught. 

Prerequisites:  MAT  1115,  ELC  1112. 


THIRD  QUARTER 

ELN  1125  Radio  Receiver  Servicing  2 6 4 

Principles  of  radio  reception  and  practices  of  servicing;  included  are 
block  diagrams  of  radio  receivers,  servicing  techniques  of  AM  and  FM 
receivers  by  resistance  measurements,  signal  injection,  voltage  analysis, 
oscilloscope  methods  of  locating  faulty  stages  and  components  and  the 
alignment  of  AM  and  FM  receivers. 

Prerequisites:  ELN  1123,  ELN  1122 


ELN  1126  Transistor  Theory  and  Circuits  4 15  9 

Transistor  theory,  operation,  characteristics  and  their  application  to 
audio  and  radio  frequency  amplifier  and  oscillator  circuits. 
Prerequisite:  ELN  1123. 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

PSY  1101  Human  Relations  3 0 3 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the 
individual  are  studied  in  relation  to  society,  group  membership,  and  re- 
lationships within  the  work  situation. 

Prerequisite:  None 

FOURTH  QUARTER  OR  OPTION 

ELN  1127  Television  Receiver  Circuits  and 

Servicing  10  15  15 

A study  of  principles  of  television  receivers,  alignment  of  radio  and 
intermediate  frequency  amplifiers,  adjustment  of  horizontal  and  vertical 
sweep  circuits  will  be  taught.  Techniques  of  troubleshooting  and  repair 
of  TV  receivers  with  the  proper  use  of  associated  test  equipment  will  be 
stressed.  Additional  study  of  more  specialized  servicing  techniques  and 
oscilloscope  waveform  analysis  will  be  used  in  the  adjustment,  trouble- 
shooting and  repair  of  the  color  television  circuits. 

Prerequisites:  ELN  1126,  ELN  1125 

BUS  1103  Small  Business  Operations  3 0 3 

An  introduction  to  the  business  world,  problems  of  small  business  oper- 
ation, basic  business  law,  business  forms  and  records,  financial  problems, 
ordering  and  inventorying,  layout  of  equipment  and  offices,  methods  of 
improving  business,  and  employer-employee  relations. 

Prerequisite:  None 

FOURTH  QUARTER  OPTION 

ELN  1128  Television  Receiver  Circuits  and 

Servicing  5 12  9 

This  course,  taught  in  conjunction  with  an  elective,  will  be  a shortened 
version  of  ELN  1127. 

Prerequisites:  ELN  1126,  ELN  1125 

RADIO  AND  TELEVISION  SERVICING  ELECTIVES 
COURSE  TITLE 

Honrs  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

ELN  1129  Single  Side-band  Systems  3 6 6 

An  introductory  course  of  single  side-band  transmission  system  with 
carrier  frequency  or  without  and  the  associated  balanced  modulator  of 
phasing  system  used  to  produce  this  type  of  transmission.  Time  will 
be  allotted  also  to  the  necessary  circuitry  in  the  receiver  to  receive  this 
type  transmission. 

Prerequisites:  ELN  1126,  ELN  1125. 

ELN  1130  Two-way  Mobile  Maintenance  3 6 6 

A course  to  acquaint  the  student  with  the  theory  and  maintenance  of 
fixed  station  and  mobile  station  transmitters  and  receivers.  Except  for 
radio  laws,  sufficient  information  will  be  given  to  qualify  the  student  to 
take  the  FOC  second  class  radiotelephone  license  examination. 
Prerequisites:  ELN  1126,  ELN  1125 


120 


Practical  Nurse  Education 


PRACTICAL  NURSE  EDUCATION 
INTRODUCTION 

Purpose  of  Curriculum 

The  accelerated  growth  of  population  in  North  Carolina  and  rapid 
advancement  in  medical  technology  demand  an  increased  number  of 
well-trained  personnel  for  health  services. 

The  aim  of  the  Practical  Nurse  Education  program  is  to  make 
available  to  qualified  persons  the  opportunity  to  prepare  for  partici- 
pation in  care  of  patients  of  all  ages,  in  various  states  of  dependency, 
and  with  a variety  of  illness  conditions. 

Graduates  of  accredited  programs  of  practical  nurse  education  are 
eligible  to  take  the  licensing  examination  given  by  the  North  Carolina 
Board  of  Nursing.  This  examination  is  given  twice  each  year,  usually 
in  April  and  September.  A passing  score  entitles  the  individual  to 
receive  a license  and  to  use  a legal  title  “Licensed  Practical  Nurse”. 
The  license  must  be  renewed  annually.  The  Licensed  Practical  Nurse 
can  apply  for  licensure  in  other  states  on  the  basis  of  a satisfactory 
examination  score,  without  repeating  the  examination. 

Job  Description 

The  LPN  is  prepared  to  function  in  a variety  of  situations:  hospitals 
of  all  types,  nursing  homes,  clinics,  doctors’  and  dentists’  offices  and, 
in  some  localities,  public  health  facilities.  In  all  situations  the  LPN 
functions  under  supervision  of  a registered  nurse  and/or  licensed 
physician.  This  supervision  may  be  minimal  in  situations  where  the 
patient’s  condition  is  stable  and  not  complex;  or  it  may  consist  of  con- 
tinuous direction  in  situations  requiring  the  knowledge  and  skills  of  the 
registered  nurse  or  physician.  In  the  latter  situation,  the  LPN  may 
function  in  an  assisting  role  in  order  to  avoid  assuming  responsibility 
beyond  that  for  which  the  one-year  program  can  prepare  the 
individual. 

Job  requirements  for  the  Licensed  Practical  Nurse  include  suitable 
personal  characteristics,  ability  to  adapt  knowledge  and  understand- 
ings of  nursing  principles  to  a variety  of  situations,  technical  skills  for 
performance  of  bedside  nursing,  appreciation  for  differences  of  people 
and  for  the  worth  of  every  individual,  a desire  to  serve  and  to  help 
others,  and  readiness  to  conform  to  the  requirements  of  nursing  ethics 
and  hospital  policies. 

Prerequisite  Requirements 

Successful  completion  of  all  courses  in  a quarter  is  required  before 
practical  nursing  students  will  be  allowed  to  register  for  the  next 
quarter. 
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PRACTICAL  NURSE  EDUCATION 
CURRICULUM  BY  QUARTERS 


COURSE  TITLE 


FIRST  QUARTER 


PNE  1111  Fundamentals  of  Practical 
Nursing 

PNE  1112  Anatomy  and  Physiology 
PNE  1113  Growth  and  Development 
MAT  1119  Math  for  Practical  Nurses 
PNE  1114  Nursing  Ethics 


SECOND  QUARTER 
PNE  1121  Medical  and  Surgical 
Nursing  I 

PNE  1122  Pharmacology  I 
PNE  1123  Nutrition 
PNE  1124  Introduction  to  Maternal 
Nursing  and  Child  Care 


THIRD  QUARTER 

PNE  1131  Medical  and  Surgical  Nursing  II 
PNE  1132  Nursing  of  Children 
PNE  1133  Maternity  Nursing 


FOURTH  QUARTER 
PNE  1141  Medical  and  Surgical 
Nursing  III 

PNE  1142  Mental  Health 

ENG  1143  Effective  Communications 


Hours  Per  Week 
Class  Lab.  Clinical 


5 

5 

3 

2 

2 

17 


14 

5 

2 

2 


15 

0 

0 


15* 

24 

0 

0 

24* 


24 

0 

0 


10 


24* 


* Clinical  hours  assigned  will  depend  on  clinical  rotation  schedule. 


Quater 

Hours 

Credit 


8 

5 

3 

2 

2 

20 


10 

4 

3 

3 

20 

13 

2 

2 

17 


13 

2 

3 

18 


PRACTICAL  NURSE  EDUCATION 
COURSE  TITLE 
FIRST  QUARTER 

Hours  Per  Week  Quater 

Hours 

Class  Lab.  Clinical  Credit 

PNE  1111  Fundamentals  of  Practical 

Nursing  5 3 6 8 

Beginning  knowledge  of  principles  basic  to  nursing  practice.  Body  me- 
chanics for  nurse  and  patient.  Sterilization  techniques  and  disinfection 
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COURSE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

methods.  Principles  of  medical  and  surgical  asepsis.  Use  of  hospital  equip- 
ment. Techniques  in  daily  hygienic  patient  care.  Laboratory  practice  in 
simple  skills  and  hygienic  care  of  patients. 

PNE  1112  Anatomy  and  Physiology  5 0 0 5 

A thorough  study  of  the  general  plan  of  the  body  and  the  nine  systems: 
nervous,  endocrine,  skeletal,  muscular,  circulatory,  digestive,  respiratory, 
urinary,  male  and  female  reproductive  system.  Designed  for  understand- 
ing of  how  the  body  controls  its  functions,  how  the  body  stands  erect  and 
moves,  how  the  body  distributes  food  and  oxygen  and  removes  waste,  how 
the  body  provides  for  survival. 

PNE  1113  Growth  and  Development  3 0 0 3 

Designed  to  show  the  patient  as  a member  of  a family  whose  life  is  altered 
by  illness.  Normal  development  from  birth  to  old  age.  Effects  of  en- 
vironment on  growth  and  development;  hospitalization  of  the  young 
child,  school-age  adolescent.  Physical  changes  with  age.  Mental  and 
personality  changes  of  the  elderly.  Community  responsibilities  and  re- 
sources for  young  and  old. 

MAT  1119  Math  for  Practical  Nurses  2 0 0 2 

This  course  covers  basic  arithmetic  procedures:  addition,  subtraction, 
multiplication,  division,  fractions,  percentages,  ratios  and  proportions. 
A study  of  metric  and  apothecary  systems  of  weights  and  measures  is 
also  included,  along  with  Fahrenheit  and  centigrade  scales,  solutions 
and  dosages. 

PNE  1114  Nursing  Ethics  2 0 0 2 

This  course  is  designed  to  help  the  student  to  acquire  appropriate  knowl- 
edge of  ethics  to  enable  her  to  work  and  communicate  with  the  doctor, 

professional  nurse,  patient  and  allied  hospital  employees.  It  is  also 

designed  to  interest  the  student  in  community  affairs  and  to  give  her 
insight  into  the  moral  and  legal  aspects  of  nursing.  Emphasis  is  placed 
on  nursing  activities  and  organizations. 


SECOND  QUARTER 

PNE  1121  Medical  and  Surgical 

Nursing  I 5 0 15  10 

Planned  to  give  beginning  understanding  the  nursing  care  of  common 
problems  caused  by  illness.  Nurse-patient  relationships.  Fundamental 
processes  of  illness  and  nursing  care.  Physiology,  reactions  and  nursing 
care  of  pain.  Diagnostic  tests.  The  nursing  needs  of  the  cancer  patient. 
Anesthetic  agents  and  the  uses  for  them.  Preoperative  and  postoperative 
nursing  care.  Rehabilitation.  Modification  of  diet  for  disease  conditions. 

PNE  1122  Pharmacology  3 3 0 4 

This  course  is  designed  to  give  the  practical  nurse  student  a knowledge 
of  drugs,  the  dangers  involved  in  handling,  laws  regarding  the  use  of 
drugs,  side  effects  and  skills  in  administering  drugs  intelligently  and 
safely. 
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COURSE  TITLE 

Hours  Per  Week 

Quarter 

Hours 

Class  Lab. 

Credit 

PNE  1123  Nutrition 

3 0 0 

3 

Designed  to  give  knowledge  of  the  basic  principles  of  nutrition  for  nurse 
and  patient.  Functions  and  sources  of  nutrients.  The  mechanics  of  di- 
gestion, absorption  and  metabolism  of  nutrients.  Principles  of  meal 
planning.  Nutritional  requirements  for  all  age  groups  modified  by  re- 
ligious, cultural,  social,  psychological. 

PNE  1124  Introduction  to  Maternal 

Nursing  and  Child  Care  3 0 0 3 

This  course  is  preparatory  to  PNE  1132,  Nursing  of  Children,  and  PNE 
1133,  Maternity  Nursing,  in  the  third  quarter.  Policies  and  procedures 
of  the  affiliating  hospital  will  be  included.  The  student  is  given  an  oppor- 
tunity to  care  for  the  pediatric  patient  in  the  clincial  portion  of  the  hos- 
pital or  in  a local  pediatrician’s  office. 


THIRD  QUARTER 

PNE  1131  Medical  and  Surgical 

Nursing  II  5 0 24  13 

Designed  to  develop  knowledge  of  common  disorders  of  body  systems, 
the  nursing  care,  socio-psychological  implications.  Includes  disorders  of 
the  cardiovascular,  gastrointestinal,  respiratory  and  integumentary  sys- 
tems. Disorders  of  eye,  ear,  nose  and  throat. 

PNE  1132  Nursing  of  Children  2 0 0 2 

Understanding  of  the  scope  and  aims  of  modern  nursing  of  children.  Phy- 
sical differences  in  the  child  from  the  adult.  Methods  of  answering  the 
needs  of  the  hospitalized  child  and  his  parents.  Common  disorders  of 
children  and  their  implications  for  nursing  care. 

PNE  1133  Maternity  Nursing  2 0 0 2 

Presentation  of  modern  aspects  of  maternity  nursing  with  emphasis 
on  normal  obstetrics.  Detailed  presentation  of  material  on  nursing  care 
during  antepartum,  labor  and  postpartum  periods.  Care  of  the  newborn 
baby  and  methods  of  teaching  new  mothers.  Emphasis  is  to  provide  better 
and  safer  care  for  the  mother  and  her  baby. 


FOURTH  QUARTER 

PNE  1141  Medical  and  Surgical 

Nursing  III  5 0 24  13 

Continuation  of  study  of  disorders  of  the  body  systems.  Includes 
musculoskeletal,  endocrine  and  nervous  systems.  Urological  disorders 
and  nursing  care.  First  aid. 

PNE  1142  Mental  Health  2 0 0 2 

An  introduction  of  mental,  emotional  and  physical  reactions  caused  by 
illness  and  hospitalization.  Common  terminology  associated  with  the 
field  of  mental  health  is  included. 
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COUESE  TITLE 

Hours  Per  Week  Quarter 
Hours 

Class  Lab.  Credit 

ENG  1143  Effective  Communications  3 0 0 3 

Designed  to  promote  effective  communication  through  correct  language 
usage,  both  spoken  and  written.  The  approach  is  practical  with  emphasis 
on  vocabulary,  diction,  spelling,  sentence  and  paragraph  structure.  The 
basic  principles  of  grammar  are  used  as  a reference.  This  course  is  also 
designed  to  stimulate  the  practical  nursing  students  in  applying  these 
basic  tools  in  their  daily  experience  both  at  work  and  at  home. 


I 


